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TABLES 


FORM-1 


Table No. l 
Use cards showing "Levy" with NO Special assessments for any year. 


The cards are grouped by Yenr Starting Delinquency and 

tabulated for cach your within the Yoar Start Group, by 
Type of Property and Year Paid. Unpaids are tabulated 

in one group by Type vf Property. 


Table No. 2 


Use cards showing “Specicl assossments" ..ith No Levy for any year. 


The cards are grouped by Year Starting Delinquency and 
tabulated for cach year within the Yoar Start Group, by 
Type of Property and Year Paid. Unpaids are t-bulated 
in one group by Type of Property. 


Table No. 3 


Use enrds showing BOTH "Levy" and "Special Assessments" for the 
some Yeur. 


The cards arc grouped by Your Starting Delinquency. The 
"Levy" is tabulated for each year within the Year Start 
Group by Type of Property and Year Paid. Unpaids are 
tabulated in one group by Type of Property, 
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T.aBLES 


FORM 1 


Table No. 4 


Use cards shoving BOTH "Lovy" and "Special Assessments" for the 
same ycar. 


The cards are grouped by Year Starting Delinquency. 

"SPUCI.L aSSESSMENTS" is tabulated for each year within 
the Year Start Group by Type of Property and Your Paid, 
Unpaids are tabulated in ont group by Type of Property. 


Table No 5 


Use cards showing "Levy" but NO "Special Assessments" for the 
same ycar. 


The cards are grouped by Year Starting Delinquency. The 
"LEVY" is tabulated for. each year within the Year Start 
Group of Type of Property and Year Paid. Unpaids are 

tabulated in one group by Type of Property. 


Table Toy 6 


Use cards showing 


"Special sassessments" but NO "Levy" for the 
sume year... 


The cards are groupec by Year Starting Delinquency. 

"SPECIAL ASSESSMENTS" is tabulated for each year within 
the Year Start Group by Type of Property and Year Paid. 
Unpaids are tabulated in one group by Type of Property. 
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August 20, 1934 


TABLES 


FORM=1 


Table No. 7 


All cards from Tables 3, 4, 5, and 6 show Unpaid Levy or 
Special Assessmerits or both. 


The cards are grouped by Year Start Delinquency and 
are tabulated for each Year Start within the Year Start 


Group by Type of Property, in the following three sub 
Groups. 


Group 1 


Both "Levy" and “Special Assessments" Unpaid 
for same Year, (Tabulate both) 


Group 2 


Unpaid "Special Assossments" and "Paid" or “No 
Levy" for same Yoar (Tabulate "Special Assessments") 


Group 3 


Unpaid "Lovy" and "Paid" or "No special Assessments" 
for samo Year, (Tabulate "Levy") 
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August 2€, 1954 


FORM 1 
RuVISED CHECES 


TABLE 1 


(levy Only) 


For the "Year Start” and the "Most Recent Year" there 
should be no rejects. 


When all cards are included, Paids, Unpeaids and Rejects, 
if any, the totals for every year within each "Year Start” 
Group should be identical for the following item 


19oe--iacres and Assessed Valuation 
First Year Delinquency--Acres and Assessed Valuation 
Nunover of Properties (Cards Count, less Excess) 
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August 25, 1934 


FORM 1 


BReVISaD CHUCKS 


TABLE 2 
(Special Assessments Ouly) 


For the "Year Start" andthe “Most Recent Year” there 
should be no rejects. 


When all cards are included, Paids, Unpaids and Rejects, 
if any, the totals for every yoar within cach “Year Start" 
group should be identical for the following itcms: 


1932--Acres anc Asscssed Valuation 
First Ycar Dslinqucncy--Acrcs and Assessed Valuation 
Number of Proportics (Card Count, less Eaccss) 
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t 28, 1934 


» and 4 Levy and Special Assessments for tne same year 
<, Levy but No Special Assessments for the same yer. 
y =p y 
6 opecial Assessments but Levy for the same year, 
For the “Year Start" and the Most Recent ir" there should 
be no Rejects. 
aon all ecards sre included (Psaids, Unpaids and Rejects, if 
any) the sum cf the totals from Tables 5 - 5 and 6 for every year 
within cach "Year Start" group should be idemtics1 for the 
following itcmes: 
19éa--Acres and Assessed Vaiutvion 
First Year Delinguency--Acres end Assesscd Valuation 
Number of Proporties (Card Count, less Execcss) 
Likewise the sum of the totals from Tables <4 - 5 ard 6 for 
every yoar within each “Year Sturt" group should be identical for 


the above mentioned itcms 
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August 28, 1934 
FORM 1 
ROVIRSD GAGS 
Table 7 = (Unpaids only) 

The sum. cf the totals of Unpaids for Tables 3 and 5 should chock 
for each year, with the sum of the totals of Group 1, plus Group 3 an 
Table 7 for the following items: 

Number of Proporties (card Count, less excoss) 

1952 -= Acres and Assessed Valuation. 


Unpaid Levy. 


—~ 


The sum of the totals of Unpaids for Tables 4 and 6 should check 
for auch year, with the sum.of the totals of Group 1 plus Group 2 on 
Table 7 for the following items: 


Nunber of Properties (Card Count, less excess) 
1932 -= Acres and Assesscd Valuation, 


Unrnaid: Special Assessment. 


NOTE : 
From the Ulipaids on Tables 3, 4, 5 and 6, the following should check 
with Table 7.-- 


The sums of the totals for cach Type from Table. 3 plus Table 5 
should check to the sums of the totals of Group 1 and 3 for each Type on 
Table 7 for each year, on all items on. Table 7, oxcopt (Special 
Assessment}. 


Likewise, tho sums of the totals for each Typo from Table 4 plus 
Table 6 should check to the sums of the totals of Groups 1 and 2, for 
each Type, on Table 7 for oach yoar on all items on Table 7, excopt 
tt (Levy) 1 
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FARM REAL ESTATE TAX DELINQUENCY 


FORM 1 


Instructions for group supervisors 


and coders 





May 15, 1944. 


FARM REAL ESTATE TAX DELINQUENCY 
FO Riel 


Group Supervisors 


Group Supervisors of editing and coding will familiarize themselves 
with the nature of all items called for on the schedule. Data which are 
peculiar or especially difficult of interpretation should be referred to 
the supervisor. 

Not all items that appear on the schedule, however, will be edited. 
Those which are to be edited are discussed in the following paragraphs. 
Among those items which are to be edited, there may be in a given case some 
which cannot be completed unless other items are referred to for comparison. 
By that, it is meant that a check can be put upon one item by studying the 
information shown under an item not in the regular list of answers. Some 
of the principal checks are given below. 

Acreage figures given in column (2) may be checked by referring to 
the "Legal Description of Property," located at the upper center of the 
schedule. In many states the description will be in terms of "sections." 

One Wsectiont equals, micas seine oc oo csscceee ss os 0A0 BCrGn, 
One "half section or whalf equalS..ceeesseeeee e420 ACres. 
One "quarter section" or "quarter" equals.......«l60 acres. 

A “quarter section" is regularly divided into two equal parts known 
as “cighties or into four equal parts known as vfortics." 

"Quarter sections" (160 acres), "eighties (80 acres), "fortiecsr 
(40 acres) are described by points of the compass. The "S.W. q. of N.W. q.," 
Or sone "S.W. = of NeW. 3," or the "S.W. of N.W., refers to the southwest 
quarter of the northwest quarter of a given section, and should contain 
approximately 40 acres. 


Not all surveys are accurate, and the acreage of a property may thus 


M6 9 ge ee Bees 


2+ 


vary from this uniform scale. Whenever the description of the property is 
not in terms of "sections," as is the case in some states, no such check on 
acreage is available, Acreage shown on a given schedule may change during 
the period covered by the schedule. If such a change is over 50 percent, 
the data previous to the change should not enter tabulation. In such a 
Case, instruct the coder to draw lines through all lines of data previous 
to (below on the schedule) the change neg SHEE 

Tf 4 schedule shous that a property lies in more than one township 
(Minor Civil seleaucriare eriees ihe eae ny excceds 1000 acres it should be 
included in whichever fownen mane greater reds is shown, Where the 
acreage is equally divided between a or more townships, include the schedule 
in the first township Listed Scere ae "Legal Deseription of Property." 

Type of property, as noted in Be oH ore Lor coders; Peas 
on the cotepiidhegtbecreiae under "Minor Oita adios. © this must be used, 
however, in combination with the Paton concerning buildings on the 
property, asked at the upper left, and answered by a Aare at "no," 
or."no record," 

In case the question concerning buildings is left plank, the first 
line Cee the main body of the schedule should '. examined, ("If re are 


buildings on the property, give the assessed valuation of improvements 


6 


(buildings) in most rocent yoar of delinquencics.") ie improvements were 
assessed, coders should assume that there are buildings on the property. 

| fifa given delinquency was paid, the aes of payment oan rere 
should appear on the schedule in column (8), This will vary, both as to the 
form of the date and as to ae position. Group supervisors will be : 
responsible ton ebtainine this information from the schedules. The 
eines ah oho to ee eee ee ee: ath wee os eas. 


tention, particularly on the first few schedules in a county, 


SS re a 


sr as 


Schedules must be kept in the order received} except that schedules 
rejected will be placed in a separate group. These rejected schedules should 


be marked "Rn adjacent. to the item on which rejected. 


aioe | | ; 


—— 


Every Form-1 schedule, entitled "Farm Real Estate Tax Delinquency," 
will be used if the identification is sufficient and the 1942 line contains 
figures in columns (2), (4) and (4). If these or other items cause difficulty, 
refer. the schedule to the group supervisor. 

On the other hand, every Form-1 schedule will be discarded eT ess 
does not have the 1942 line filled out, even though other parts of the 
schedule have been rpoperly usede Rejected schedules must he laid aside in 
the order in which they occur. The rejected schedules should be marked Rr 
adjacent to the ees on which rejected, and must be kept in order ina 
separate group. 

In the case of any particular state or particular county or particular 
minor civil division, the name of the state,.county or minor civil division 
may not appear on the, first schedule. If such an instanee is found, one of 
the pinoy half-dozen schedules for the same minor civil division should 
supply the missing ema {Tf it does not .do so, consult your group supervisor. 

. Not all columns of the schedule will contain data, and not-all data 
which apdeas will be coded. If items seem to be out of place or otherwise 
extraordinary, consult the group supervisor. If the acreage of a property 
shown on a given schedule changes more than ‘50 percent at any time during 


the period of delinquency, draw a line through eac¢h line of data preceeding 


(below on the schedule) the change, and donot codé the lines thus marked out. 





iw a4 May 16, 1934. 
E UL . 
WD FARM REAL ESTATE TAX DELINQUENCY 
\- ae FORM-1 


INSTRUCTIONS FOR EDITING AND CODING 
SCHEDULE NO. 


Located on upper 

right corner of 

schedule. Bates numbering machine will be used to 

f. number the schedules starting with No. 1 
for the first schedule in each County. 


| STATE 


Located directly 
below "Card number", Department of Agriculture Code to be used. 
Write code number at right of State name 


on same line. 


COUNTY 


Located directly 
below tStater, Department of Agriculture Code to be used. 
Write code number at right of County name 


on same line. 


MINOR CIVIL DIVISION 


‘"Located directly 
below "County". In some States or counties the group 

het TSeee | rhe supervisor will instruct coders to use 

"Township and Range, located in the two 

right hand columns of the box in the upper 

center of the schedule, entitled "Legal 

Description of Property". 

Upon starting a county, group super- 
Visors will issue either "Minor Civil 
Division" or "Township and Rangett Code. 

Write code number at right of "Minor 
Civil Division", on same line. 


TYPE OF PROPERTY 


Located on schedule: 

(a) directly below 

WNinor Civil Division" ; 

and (b) at upper left 

of schedule, under 

"Owner's name .and Owner's 
address", answering the 
question, "Are there Ts 
buildings on the property"?  .. 


Comp aie 


Page 2. 


FARM REAL ESTATE TAX DELINQUENCY 


iiPE OF PROPERTY 


ACRES 


Located on 
schedule, 
Column"? , 
line 1942. 


FORM-1 


The following codes will be assigned to 
describe both items (a) and (b) in combina- 
tion and will be entered to the right of 
"Type of Property". Farms not marked 
"irrigated" should be included as "dry land 
farms". or ttunirrigated farms, and coded as 
1,;2 or 4 as called for below. Properties 


. marked only “irrigated will be treated as 


wirrigated farmst, 
CODE 


NO informations... . eeeie celine sbeheaeseratalanste es hc 
Farm with Ee GP. tere Gee poe cents Oh nrt i 
Warm without buildingss....see.ssees 2 
Farm with no record of buildings.... 4 
Farm with buildings, irrigated...... 4. 


Farm without buildings or with no 
record ot DuLIdings. Irrigated oci.ae 


> 
REneS, Pasture, Or erage 1ands siete 6 
Forest Rm. eee ee if 
Ut Orme S's oiea tle siete otis s ace aiieeetneere ae 
SWAMDPecsccccncevsccssessccvccesceree J 
Waste (Miscellaneous waste land).... X 


LOCy Es a ae ee 1 tay 


Raise or lower figures shown to nearest whole 
number, aS shown in the following examples: 

49.75 or 49% acres should be written 50 
acres; 49.5 or 49g acres should also be 
written 50 acres; 49.4 or 49 4/10 acres should 
be written 49 acres. 
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FARM REAL ESTATE TAX DELINOUENCY 
FORM-L el 


ASSESSED VALUATION 
OF REAL ESTATE 
(Land and Buildings) 


Located on schedule, 

Column 4, line 19%2. Raise or lower amount shown for year 1942 to 
nearest whole dollar, as is shown in the 
following examples: 

49.75 should be written as 50; 49.50 
should also be written as 50; 49-40 should be 
written as 49. 


DELINQUENCY OF GENERAL TAXES 


First Year Delinquency 


Located on 

schedule, 

Column .2,.20n 

‘the lowest 

line showing 

‘figures. Raise or Lower figures shown for first yeer 
delinguency to nearest whole number. 


Assessed Valuation 


Located on 
schedules 
Column Ao 0n 
the lowest 
line showing 
figures. Raise or lower amount for the first year 
delinquency to nearest whole dollar. 


I42) Levy. 
Amount 


Located on 

schedule, 

under "Taxes 

Levied during 

the Year," 

Column 4, 

JANG LOZ 2 sie, Raise or lower amount Shown for year 1942 to 
nearest. whole dollar. 
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FARM REAL J elles oe TAX —————— 


Cont'd. 
DELINQUENCY OF GENERAL TAXES 
Year Paid 

Located on 

schedule, 

Column oe ; 

Line 1942s The following codes will be assigned to in- 

2. . dicate "Year paid, "Paid, or "Amount paid", 
and must be written in Column 8, line 1942. 

CODE 
1944 Full amount pa 1 ee seas oe 4 
1934 ” pat: Me cece eee e eee 4 
1942 " Ww " eeeeeeeeeeeee se 2 
Loz) RO aba MOINS 8 cued 
1940 " no " eeeeeoeeeeaeseoee ¢ 0 
oeU " " w “@e@eoceeseaseeove 4 
1928 " " " @eseeaeoeseeoeeeee @ 8 
Paid, year of payment unknown.....e. 45 
Less cH eelaie ce seic 0X0 Pete. co eR eR EI 6 
More than $ but not reine DOU erie eretersre 7 
NHELORSCOM CGC sie.o 5. 00's 60s eleleie ea ceieie ocbe 
1941 Levy 
Amount 


Located on 

schedule, 

under "Taxes 

Levied during 

the Year", 

Column 4, 

line 1931. Raise or lower anount Shown for year 1941 to 
nearest whole dollar. 
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FARM REAL ESTATE TAX DELINQUENCY 


FORM-L 
Cont'd. 
DELINQUENCY OF GENERAL TAYE 
Year Paid 
Located on 
schedule, 
Column 8, 
line 1941. The following codes will be assigned to in- 
dicate "Year paid", "Paid, or Amount paid", 
and must be written in Colunn 8, line 1941. 
CODE 
1934 Full amount paid.....-seseesee A 
1944 v " " eeoeeevee eros eee “5 
1932 " " " eeotveoeoeev eer e eee e 2: 
1941 tt wv nt Riots ocetarelatorerete scan. 
194007 " Ob an ncnetarnia tat 
ses) " " " eeeeoeocesveeveee ee 9 
1928 nw " v che ny ome Weld ony 
Paid, year of payment unknown.....e. 45 
Less Shed With dies ves eeels see vic ups e eu 
More than $ but not all paid........ 7 
"Released", SVG iirc craks Mieatanu mene eta ote 
1940 Levy 
fmount 


Located on 

schedule, 

under "Taxes 

Levied during 

the Year", 

Column A, ae ; 

“Lime L940. _ Raise or lower amount shown for year 19%0 to 
nearest whole dollar. 
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OLATHE TAX DELINQUENCY 





FARM REAL E 


 FORM-=1 
Cont'd. 
DELINQUENCY OF GENERAL TAXES 
Year Paid 
Located on 
schedule, 
Colunn 8, 
line 1940. The following codes will be assigned to in- 
dicate "Year paidy, "paid, or ttAmount paid", 
and must be written in Column 8, line 1940. 
CODE 
1934 Full amount paid..........se-0 4 
1933 wv " rt secre cccccccee 4 
142 " wv wr sieleievslcis chalets siete mc. 
1931 " w t eeeoeeeeseoeeee ee @ AL 
1930 " " ft er cleierale:s stare encarem ©) 
1929 rv w ” S's)aie| eee cialsiciatew 
1928 Ww " *t Pee ere ot en 
Paid, year of payment unknown...... iD) 
Less than Bo Palle ioleiae so Naietetetat eee 6 
More than = butnot all paid... o.as. fi 
OE GbOse «seis ecsiete a aie levee) hale atetec 
1929 Levy 
Anount 


Located on 
schedulc, 
under "Taxcs 
Levied during 
he Year," 
Column 4, 
line 1929. Raise or lower anount shown for year 1929 to 
nearcst whole dollar. 


Page 7. 


am § ry) 


FARM REAL ESTATE TAX DELINQUENCY 


Cont'd. 


DELINQUENCY OF GENERAL TAXES 


Year Paid 


Located on 
schedule, 
Column on 
Times 329. 


1928 Levy 


Amount 

Located on 
sciedule, 
under "Taxes 
Levied during 
Te Year; 
Column 4, 
line 1928. 


More than 


FORM-1 


The following codes will be assigned to in- 
dicate "Year paid, "Paid, or "Amount paid", 
and must be written in Column 8, line 1929. | 


CODE 
1944 Full amount paidsee...-esseeeee 4 
LO sare it " eo sae esisieee 4 
teu a MoD eras octrere wie leialew sme 
gS an " MT Sleie se we e's a etaie'e nigel. 
2 o40ae" tt Mt We wivinisie shale e iein(etam U 
gio lay 4 Wi sicts s sieie ee ae aren 
Mee, " Tien tra eae aco crcy ae 8 


Paid, year of payment unknown.....0. 5 


Less than eee ele St, See ea ete get ee 6 


+ but not cules DOU eieta ate « fi 


"Relcased", EUG y alo a's: Bible eevee eIETEC are eee ee 


Raise or lower amount shown for year 1928 to 
nearest whole dollar. 


page 8. 
FARM REAL ESTATE TAX DELINQUENCY 
FORM-1 
Cont'd. 
DELINQUENCY OF GENERAL TAXES 
Year Paid 

Located on 

schedule, 

Column 8, 

line 1928, The following codes will be assigned to in- 


dicate "Year paid, "Paid, or ttAmount paid", 
and must be written in Column 8, line 1928. 


CODE 


1944 Full amount paid......ererevee A 


193%. 't " TR eres Z 
1932" " DY rset eo ae ae 
1931 1” " nD Sale os ee ene 
1930 " OR were eye 


1928 " " r @eeeeeteesteeee ee © @ 


1928 on ” MMe Nia ae 


9 
8 
Paid, year of payment unknown....... 5 
PO GeM DAN eer hPL ais es. vieisic lc searslew erm 

7 


More than 4 but not all paid....<sses 
. tReleased", Gul Giche ic vaker ccs tote ere leteie o) Soeneetetetes 


DELINQUENCY OF SPECIAL ASSESSMENTS 


19%2 Special Assessments 


Amount 


Located on 
schedule, 
under "Special 
Assessnents 
Levied during 
the Year, 
Column 9, 
line 1942. Raise or lower anount shown for year 1942 to 
Vi nearest whole dollar. 
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FARM REAL ESTATE TAX DELINQUENCY 
FORM-1L 


Coniuud < 
DELINQUENCY OF SPECIAL ASSESSMENTS 


Year Paid 


Located on 


schedule, 
Column elo. ees 
line 1932. °.’.The following-cédes will be assigned to in- 


dicate "Year paid, "Paid", or "Amount paid, 
and must be written in Column l2, line 1942. 


1944 Pull amount paid......eeeereee A 


£933 ~ " se keg her yet Caesars se 
1932 °% " Tle Wena ha eee 2 
SCA Wek " or a ee 
1930 tt Lr ee eer NEN 
1929 8 " a see et ane ae 
1928 1 Nn TE eee mer 8 


Paid, year of payment unknown....... 4 

Gee ale. 10 cis te Res sow od Care oO 

More than @ but not all paid........ 7 

alee He Pemeed i. CLG vem. ssa vals ees eee vies 
Anount 


Located on 

schedule, 

under "Special 

Assessnents 

Levied during 

the Your, 

Column 9, oa 

Ling gels - Raise or lower anount shown for year 1941 to 
_nenres: whole adollar, 


FARM 


By Oana irre 


Contrd. 
DELINQUENCY OF SF? 


Year Paia 
Located on 
schedule, 


Column 12, 
Lae Bs 


,More than $ 
"Reloas scat, 


1940 Special Asscssnents 


yount 


Located on 
schedule, 
under "Special 
Asscessnocnts 
Levicd during 
the Year", 
Colunn 9, 
ALG. LAD 2 


“dicate Year paidm, 
and must be written in Colunn 12, line 1941. 


9 
8 
Paid, year of payment unknown....... 45 
6 
7 
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READ — WH TAX oa 


ROH = L. Pe ae rers 


BCIAL ASSESSMENTS 


The following codes’ Will be assigned to in- 
~wpoidn, or tsnount paidr, 


CODE 
1934 Full amount pnid........... Sere 
1933." " a ae reese eae anaes 
1932 00 " Dh OCU ee 
1931 : i Le Crh Or staan seria 
1930 # " a Diieate see 


L929 it 1? ” 


1928 w ad e@eeeseetosoee#e 


Wee eee POL ies. cs gs c's o.<levece se eceee 


& put not all PALU ss sic ose 


CUION EH Amp erEt SIO OBO Or RIL 


Raise or lower ariount “shown for, year 1940 to 


_ nearest, whole doliar. 





Page ll. 


FARM REAL ESTATE TAX DELINQUENCY 
FORM-L 


Comb. de 
DELINQUENCY OF SPECIAL ASSESSMENTS 


Year Paid 


Located on 
schedule, 
Column 12, 
line 1940. The following codes will be assigned to in- 
dicate "Year paid", "paid", or "fmount paid", 
and must be written in Column 12, line 19%0. 


CODE 


1944 Full amount paidecsocsccrccceee A 


Boise ia " UNS coasts t ake A 
ce i). Ba viie ts ene 
Me reheat " ne eee rere, ee) 
1930" " mr Sear ee aiteIse isn @ 
1929 ” " es coe ee é 


1928 " " 't eeooeceeeeee eee @ 


2 
8 
Paid, year of payment unknown....... 5 
Mes aian Se DEL dag iho swe eng ole’ wees 

7 


More than 5 but not all paid....csee 
WHELGASCKY, OTCseesteewscetse sbwcseeseke 
1929 Special Assessments 
Amount 


Located on 

schedule, 

under "Special 

Assessments 

Levied during 

the Year", 

Column 9, 

Line1929. Raise or lower amount shown for year 1929 to 
nearest whole dollar. 
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FARM REAL ESTATE TAX DELINQUENCY 
TE eee 


Gonnid. 
DELINQUENCY OF SPECIAL ASSESSMENTS: 


Yeayebribaid 


Located on 

schedule, 

Column 2, 

Linewl929 4 The following codes will be assigned to in- 

oe 4s dicate "Year paid", "Paid", or "Amount paid", 
and must be written in Column 12, line 1929. 


1944 Full amount paid.....seeseeees 4 


Ric. Tee : 6 195 8 " if 2aAe pia Rode ene 


1932 «8 " EE ay Te 
1931" " ua mteaere aoe 

Mone ; . 1930 8 " Vas ves eee 

i z - 1929 0 " y ASB Gs eel eee 
ere . ’ » W920 iaris ge Feige ieee eres 


_ Paid; year of payment unknown....... 45 
Less than aaNet cals’ sos! Sole aie Oa enc 
Moremtian + but mot a1] paid....cbe 9 
ee oe Aa DASPOGSCO™, GEC i csscescenss <a Awe oe eregkee 
1928 Special Assessments 
Anount 


Located on 

schedule, 

under "Special 

Assessments 

Levied during 

the Year," ee 

Column 9, “f : 
line 1928, - Raise or lower amount shown for year 1928 to 
‘i oe nearest whole dollar. 





Ya 
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FARM REAL ESTATS TAX DELINQUENCY 
“FOHI-1 


Comuld., 
DELINQUENCY OF SPHCIAL ASSESSMENTS 


Year Paad 


Located on 

schedule, 

Column 12, i 

line 1928. The following codes will be assigned to in- 
dicate "Year paid", "Paid, or "Amount paid", 
and must be written in Column 12, line 1928. 





CODE 
1944 Full amount paid....secseeee oo A 
1933" " ie. AH a halale Berea 
2940. « " ibis wer eimiens oes - 2 
“dg en " So Po heraittaees atecetaree 
1930 « " Siena serie aaa ae 


24 w nr " CLS SCS TEAS SOC T SR ICH SUR 


1928 t t " @oeeeoeve?e7 02028088 0 


te 
63] 
mM 
wm 
c+ 
fa 
9 
3 

w 


DOUG. cates w «6 0s wie eee enele 


2 
8 
Paid, year of payment unknown..e.ses 45 
6 
¢ 


Hore than $ but not all paid....sees 


BROLOASEO, CUCs sp csineervewseveneeete 


bea 
om 


et - : Sas 


‘at i iaiidiae were Sete Phat: 
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; i i) ‘ oe “s = i Fi aon 





UST eres i. 
Pao oe 











¥ 
: : - 
oT, 
; 7 
i 
Fifod = re mal feats. See ; : 
‘ * : ‘Lo 2 o 4 , 7 
: a a ath 
» ihe abe anc t. ie iS f 
: o> = es 
Wi Rope ee 5 
. 8 > . Pe “ Tf Lage ‘ ‘ 
f 1) oe x x? ‘ ; , 
° ‘ 
; Rs 
[ 
. i eT Chi i Asor ie? ; 
My of zi . ) 
. = Ss x 
24 ° « chy 
f R 4 
N ay | art ee , 
i - : My 7 x ’ 
he . Ps 6 a? : ; _- 
a as aa , iy * a oO Use ey wh i; , 
|, eet . | : | 
aa Ki : a ; ‘ Da 4 - } 
ee 
j FAY " a 
iat % * * “& 
at oi »> - esa -< « Pr reyes 
hy if ‘ , . . ie 
‘ 
Va a 
— a sda eesa , a “” * upe 
* ae “J 
i j | : 
Ps Ss ' » ; - 7 ‘ _ 
| ier a pi e@ f J ofl my 
7 id we ’ ~ 
i “* 2 tae x : | | 
it : ¢ S bed , 
| M ROOvernoreeeee =F. ° > a : 
’ i ; es , A ? . 
. ; 
ie yt 7 ‘ , he oy? ; 
( { ad s ” at 
} vai y wwe oa mee) a Fé rh 1 : ; 
ah | : f er y : : cA a =. te ocala L - i 
; 1 ihe iy eee . 
{ : 7 y 
ee ; > A ee Oe ee Bees é oe 2 nate we * ile i ‘ dibstg = : 7 
- ‘ 





; 
Ba f - i ; ar eee | a 


+. Leg * cae diy me Go } trite, ——" 7 he 






. AY abba! ; 8 aa | ; 
a ae ~~ ,, 7 _ 4 
; ws ss fe re Aba. tans np 
; ; = a ; een 
” 
oe 





2 = 


ies) 


INSTRUCTIONS FOR PUNCH OPERATORS 


| Teer eee... 





The card forms to be used for punching Form 1 aro as, follows 


FARM REAL ESTATE TAX DELINQUENCY-FORM 1-PLATE #523016 





Prineipaly” Of ©) Wego! Audra 
Excess Principal” ~° Color Greon 


Excess Trailer eter Manila, striped green. 

Before starting to punch 2 given lot,..examine the Schedules 
to make certain that only Schedules for Form No. 1 and only one 
State and County are contained therein. Examine the punch machine 
to see that the correct "X" bar is in place, (etched, Form 1). 

When information for any item is-not given ‘on a schedule, 
the "X" “key will be depressed, causing the card to be automatically 
Spaced over +o the noxt ficld. 


Schedules must’ be kept in the order received and as cards are 
punched for same, these cards must be kept in corresponding order. 


‘ After punching a card, lay it face down to the left of punching 
‘machine and do Tite emai With the schedules, keeping cards and 


schedules in separate piles. Every Ponedire MUST have a number and 
no two schedules for a county should contain identical numbers. If 
a duplicate schedule number is discovered, or schedule number or 
numbers found missing, consult the Group Supervisor at once and he 
will indicate the procedure to be followed. 

ji If it is evor necossary to place a paper clip on a card, the 
clip should be placed at cither’ end of card but MUST never be idea 
ev. top or bottom or “card. 

Cards are to be boxed by Form Number, State and County, and 
labels on front of each box properly mado out by punch operator. 

a sufficient number of wooden blocks anc a wedge must be used 
in each box to hold cards securely. 

‘Group Supervisor will issue instructions where to place com- 
pleted work. 

At the close of shift, operator must mark the work which is 
not completed "INCOMPLETE". Ths work label provided for each county 
must be properly filled out as to oporator's name, number, date, etc. 

Indicate the first schedule to be punched upon start of next 
work day by ° attaching a blank card to ee next BGpOCwoy to ‘be 
punched with a pene clip. ’ ; 


To. 
INSTRUCTIONS FOR PUNCH OPERATORS 


If the number of digits in the amount to be punched is less 
than the number of digits across the field (as it usually will be) 
the difference must be punched in ciphers to the left of the amount. 
For example, if the fiold has four columns’ (0000) and the amount to 


be. punched is 125, punch "9125", 


EXCESS CARDS If an item to be punched exeecds the capacity 
of the ficld designated for it, it will be necessary to punch excess 
cards in the following manner: 


EXCESS PRINCIPAL (Green) 
(Replaces manila when excess occurs) 
Punch all information on the schedule and the remaining 
figures from excess amount in the ficld in which excess occurs. 
EXCESS TRAILER (Manila, striped green) 
The following MUST be punched on cach trailer card and 
must correspond exactly to similar‘cOlumms on the principal excess. 
Schedule number, Cols. 1-4 inc., State, Cols. 5 & 6; County 
Cols. 7 & 8; Minor Civil :Division; Cols. 9 & 10; Type of Prop. 
Col. 11; Year Paid; Col. 34; Check; Col. 35; Yr. Pd. Col. 40; 
Ure Pde mCols 40e0 Yrs Pd Ook. D0 -YreaPd. Col. S97 YreePd. 
Cole SOs PO Ooh seOas! Tred) Comear70se Yr. ara e753 
YRwPdsaGol w 80% ; 


If the number of digits in the amount to be punched is greater 
than the number of digits in the ficld, one or more excess trailer 


cards (Manila, striped green) will be required for the excess. On 


the, excess trailer card the identifying information must be punched 
exactly as on the excess principal card (Green). In the ficld where 
the excess occurs, a row of 9's MUST be punched across the entire 
field, Xting all remaining fields. (Green excess principal replaces 
the principal Manila card). 

Punch as many excoss trailer cards as aro necessary to record 
the excess. This is done with a simple computation, as follows: 


Punch excess trailer cards to a number equal to the first digit 
of the total figure to be punched. For example, if the amount to be 
punched is 45,354 ond the number'of digits in the field on tho card 
is four (0000), FOUR EXCESS TRAILER cards mst be punched, each with 
four nines (9999) in this field, and the neccessary identifying in- 
formation. As will be seen, these four excess trailer cards add 
to a total of 39,996. The difforenece remaining is 5358, which is to 
be punched on the excess principal card, - which also carries all 
the other information to be punched. 





EXCESS CARDS (Continued) 


~5=. 
INSTRUCTIONS FOR PUNCH OPERATORS 


' As will be seen by examining the fieures given in the example, 
the first digit (4) designates the number of excess.trailer cards to 


“be punched. This same first digit (4) must be adde@ to the remaining 


four digits (5354) and’ the amount thus obtained be punched on the 
excess principal card (5354 plus 4 cquals 5358). The total in this 
ficid on the five cards (four trailer and one principal) will thus be: 

9999 excess trailer 

9999 excess trailer 

9999 excess trailor 

. 9999 excess .trailcr 
5354 plus 4 equal 5358 excess principal 

45,554 total of five cards. 

Likewise, if the amount to be punched is 145,354 and the number 
of digits in the field on the card is four (0000). FOURTEEN EXCESS 
TRAILER cards must be punched each with four nines (9999) in this 
field and the necessary identifying information. As will be seen, 
these fourteen excess trailer cards add to a total. of 159,986. The 
difference remaining is 5368, which is to be punched on the excoss 
principal card - which also carries all the other information to 
be punched. 

As will be seen by examining the figures given in the above 
exemple, the first two Gigits (14) designates the number of excess 
trailer cards to be punched. These same first two digits (14) 
must be added to the romaining four digits (5354) and the amount 
thus obtained bo punched on the excess principal card (5354 plus 
14 equals 5368). The total in this fiold on tho fifteen cards 
(fourteen trailer anc one principal) will be 145,364. 


In Some cases one or more "DUMMY" schedules will be found 
stapled to other papers and original schedules. Obtain from the 
Group Supervisor instructions for punching those "DUMMY" schedules. 


Some columns on the schedule may contain figures which are 
not entircly legible. Do not punch anything when in doubt but consult 
the Group Supervisor. 


A visual check can be made at various times on the completed 
eards by holding them toward the light and sighting column #35, which 
should always be punched "1". If light is not seen through all the 
eards on this column, an error has been made and must be corrected 
immediately. Likewise, a visual check should be made on State and 
County punch. 


10. 


-4- 
INSTRUCTIONS FOR PUNCH QPERaTORS ae 


Do not allow partially punched or error cards :to.;collect on 
the floor or table. Any card which is not to be included’ in’ the work 
MUST be immediately torn half down the center and thrown in the 
waste basket. When the schedules are returned from the verifying 
machine operator for correction of errors, lay aside the County 
being punchod and correct such errors immediately.» 

The cards incorrectly punched have been placcd ‘in reverse 
position by the verifying operator. These: cards will be located in 
the County by virtuc of protruding square corner. The only exception 
to this rule will be for a county marked "RU SH". To avoid crrors 
coming back a second time for correction, Check the corrected card 
visually against the error card. Additional errors will be counted 
against operators who fail to ooate rs the errors accurately the first 
time. 


Remember that accuracy is paramount. Speed will naturally 
be acquired but is never to be obtained at the’ expense of accuracy. 

Consult the Group Saki doa: Ais all times on any matter which 
is not entirely clear. 

Never leave the room without’ secing that cards and schedules 
are weighted down, so they will not blow off of table. 











Rw SUMMARY CARD TABULATIONS (, 
RUN 1+ "DELINQUENCIES TERMINATED" 
FORM 1 & IB 
1. Sort all Summary Cards in State .on Type Col. 10 
(Table 7~ Cards are not used) Group as instructed 
2. Sort each Type Group separately on*"Table Code" 
Column 70 
3. MOST RECENT YSRAR COLUMN 3 —~ ARRAY 8-9-~0-l—-2-3 
4, Sort each "Most Recent Year Group" separately on 
NtYSAR OF LEVY" COLUMN 5 
RETAIN THOSH YHARS CORRESPONDING TO 
"MOST RECENT YEAR" AS 
8-8: 9+~-9; 0-0; 1-1; c-2; 
ARZAY 8-9-0-led. 
5, Sort all cards retained by County - COLUMNS 9-8 
TABULALE: BACH GYPH GROUP ON A S#PARATS SHSaT 
WIRING 


LIST BANK NO. 1 


STATE COUNTY 
Coke, 6-7 B92 
INDICATS MAJOR 


Lisy BANK NO. 2 


* TABLE CODE . -M. R. YEAR — YAR OF LEVY -— TYPE 
Gol. 70 Cole Goi Gol. LO 
MINOR MINOR MINOR INDICATE 





ADDING COUNTERS 


1 2 3 4 5 

CARD No. of M. RB. YEAR M. R. YaaR TAXES SPECIAL 
COUNT Props ACRES ie iS ASSSSSMZIT 
Digit 8 Cols. 44-47 12-19 20 ix 2? 48-55 56-63 


*When Cards are not Gang Punched for "Table Code" — use TAsLHa NUMBaR CJL. 2 
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SUMMARY CARDS 


FORM 1 & 1B 


"DELINQUENCY DISTRIBUTED BY PERIOD OF DSLINQUZNCY" 
Handle each "TYPE GROUP" separately: 
Eliminate Table 4 cards from cards tabulated in RUN 1; 
(Sort on Col. 75 — Eliminate Code '4") 
(DO NOT INCLUDE REJECTS FROM RUN 1) 
Label these Rejects TABLS 4 and place with other 
rejects same Type Group 


Warn 


Sort cards retained on MOST RECHNT YHAR - Col. 3 


ARRAY 8-~9-0-1~-2~3 
YSAR START COLUMN 4. 
ARRAY 


8-9-0-1-2-3 


COU me OU asin 


ee 


BACH TYPE GROUP ON A SSPARAT A SHaal. 


VIRING 
Noe bolo BANK 
ST Ars ~ COUNTY 
Cols. 6—7 (Indicate) 8-9 (Major 
NO, 2 LIST BANK 
Me Rm. YoAR — FIRST YAR = TYPs 
Gol. 3 (Minor) 4 (Minor 10 (Indicate) 


ADDING COUTTERS 


2 R 3 4, 5 
CARD No. of PROPS M. R. YAR M. R. YEAR TAXES NO. PROPS 
COUNT LCOPaS ASS'D VALUE 48-55 IN COUNTY 
Riziy Ss COOLS. 4447 cole, 12ak9 20-27 Ahnsh? 









of May 


7 i fara 








i 
i 
‘ 2 s - 7 
: ( ; —_—_ 
‘ Z 
i es ¢ 
. by 
' a j 
i) { J , 
4 f 
i ‘ . 4 4 ¥ Ss 2 i 
‘ 
U 
7 « s 
* 
| M4 
aT ie 2 = 
a 
ay , 
* 7 . 
: 
\ 
: 
; : 
my : i 
Ty v4 
, ' 
i 
+ 
' 
- ) i. ? 7 + 
- 
‘y . 
‘ i 
’ A ’ 5 | 
7 - 
fi ; : 
; 
/ t zg. / 7 2 ) 
° 
4 3 
—- 
’ 7 i 
it 7 7 
i : ! 1 


a 


bos & Be rue 








SUMMARY CARD TABULATION 


FORM 1 & 1B 
SORTING 
RUN 3 - "NEW DELINQUENCY" 


NOTH -— US# ALL SUMMARY CARDS ZXCHEPT TASLE 7: 
HANDLE BACH TYPH GROUP SHPARATELY. 
1. Sort each Type Group separately on "TABLE CODE" COL. 70 
a. lYeAR START - Gol, 4 ARRAY ~ 8-9-0-1~2 
4. Sort Year Start separately on 
Vyakeoor Tay oo oo. S 
Retain only those cards showing year of levy corres- 
ponding to year start, as 8-8; 9-9; O-OQ; etc, 
4. Sort all retained by 


eee ee ee ie 


TABULATH SACH TYPH GROUP ON A SEPARATE SHHST AS FOLLOWS: 


Litow ono. 
STATA re COUNTY 
Cols. 6—7 (Indicate) 8-9 (Major) 


LISt NO, 2 
FIRST YHAR = YEAR OF LHVY — TABLH CODE -~ TYPE 


COLS. 4. (Minor) 5 (Minor) 3) (Minor) 10 (Ind~ 
icate 


ADDING COUNTERS 


i a. 3 4 5 
CARD NO. OF PROPS; FIRST YSAR FIRST YaAR LAXaS SPECIAL 
COUNT ACRES ASS'D VALU ASSESSMENTS 


DIGIT 8 COLS. 44-47 28-35 56-43 48—@55 56-63 
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SUMMARY TABULATION 


FORM 1 & 1B 
SORTING 
RUN 4. "TOTAL DELINQUENCY" 


NOTE: ALL SUMMARY CARDS ARE USED FOR THIS RUN EXCEPT TABLE 7 CARDS © 
HANDLS ZACH TYPH GROUP SSPARATALY 


one Sort each Type Group By 


"TABLE CODs" een bran v4. 
2. "YSAR OF LEVY" Col. 5 -— ARRAY 8-9-0~1+2-3 


oO: COUNTY Cols. 98 


TABULATS HACH TYPE GROUP ON A SHPARATS SHaaT 


NO.) hist 





STans COUNTY 
Cols. 6-7 (Indicate) 8-9 (Major) 
NO..2 List 
TABLE CODE =. YSAPR OF LZVY oo PR 
Cols. 70 (Minor 5 (Minor 10 (Indicate ) 


ADDING COUNTERS 





1 re 3 4. 5 
CARD NO. OF PROPS. ei ee M, R. YaAR TAXES SPsacIAL 
COUNT ACH2S ASS'D VALUS ASS#é SOMANTS 


DIGIT 8 COLS 4447 12-19 20-27 48-55 D663 
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SUMMARY TABULATION 
FORM 1 & 1B 


SORTING 
RUN 5. — "DELINQUENCY PAID BY YHAR PAID AND YEAR OF Levy"! 
NOTE: ALL SUMMARY CARDS ARG USED IN THIS RUN EXCEPT TABLE 7 CARDS. 
HANDLE ZACH GROUP SEPARATELY 
1. SORT EACH TYPE GROUP BY 
* "TABLE CODE" — Col. 75 
Be YS OR uy es Sea7 5 ARRAY 8~9-0~1=2 


Se nO PRL DUS Cot ti 





WILL PRODUCH TWO GROUPS: PAIDS (FIGURES AND 12's) 
UNPAIDS (X's) ARRAY 8-9-0-1-2-3-4-5-6-7-12 

4, <A. — PAIDS - BY COUNTY COLS. 9-8 
B. — UNPAIDS - Br COUNTY | ' COLS. 9-8 


BOX FOR ZACH TYPH GROUP FIRST Dau 


- PAIDS = RUN 5S 


i i i a, ee ee Oe ee ra aa er er a, 


LABEL PAIDS RUN 5 
HN UNPAIDS RUN 5a 


ap LIST BANK 





STATH COUNT 
Cols. 6-7 (INDICATE) 8-9 (Major) 

NO. 2 LIST BANK 

* “YRAR PAID = YEAR OF LEVY a * NABLE CODS TYPx 
COLS. 11 (MINOR) & (MINOR) 76 (MINOR) 10 (INDICATE 
ADDING COUNTZRS 

1 2 3 4 5 

CARD WO. OF PROPS. M..R. YEAR M. R. YHAR TAXES SPECIAL 
COUNT ACRZS ASS'D VALUS ASSESSMENTS 
DIGIT 6 COLS; 4447 12-19 20-27 A855 56-63 


**FOR UNPAIDS — DISCONNSCT, YR. PAID CONTROL AND BLOCK OUT. 


*When cards are not Gang Punched for "Table Code" — use SABLE NUMBER - Col. 2 
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ab dune 5, 1934. 
» INSTRUCTIONS FoR PUNCH opppatorns | LIB RAR ue 
PO BRA Rae ne RECEIVED 
: FORM 1-B He Jy 14 1934 * 
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“FARM REAL ESTATE TAX DELINQUENCY -FORM 1-B-PLATE #523016 


|, Principal Color Manila 
Excess Principal Color Green 
Excess Trailer . CoLor: « Manila, striped green 


As will be noted above, the same card forms will be used to 
punch Form 1-B as were usod for Form 1. Likewise, the same schedule 
forms have been used. The year line 1932 does not contain in- 


- formation, and, therefore, these schedules are designated as Form 


1-B. In punching Form 1-8, there are three ‘a@ifforcnces from the | 
procedure followed with Forml. First, in the fields headed 1932 
both "acres" and "assessed valuation" aa be punched for the 

MOST RECENT YEAR, instead of for 1932. Second, two, yoar codes 
will be punched, one in colum 16 and one in colum 25. Third, the 


‘check column, (colum 35) will always be punched 2. The last digit 
- of the MOST RECENT YEAR delinquent will be punched in column 16. 


The last digit of the first year eg a will be punched in 


‘eolumn 25, 


Beforo starting to punch 4 given lot, examine the Schedules 
to make certain that only Schedules for Form No. 1-B (schedules on 
Which 1932 line is blank) and only one State and County are containod 


-‘thercin. Examine the punch machine to sce that the correct "X" bar 


is in placo, (etched, Form 1.) 
When information for any item is not given on a schedule, 


-the "X" key will be depressed, causing tho card to be automatically 


Spaced over to the next field. 


Schedules mist bo kept in the order received and as cards 
are punched for same, these cards must be kept in corresponding order. 
After punching a card, lay it face down to the left of punching 
machine and do likewise with the schedule, keeping cards and 
schedules in separate piles. Every schedule MUST have a number, and 
no two schedules for a County should contain identical numbers. If 
a duplicate schedule number is discovered, or schedule number or 


* numbers be found missing, consult the.Group Supervisor at once and 
-he will indicate the procedure to be followed, 


If it is ever necessary to place a paper clip on a card, 


“the clip should be placed at cither ond of card but MUST never be 


placed at top or bottom of card. . 
Cards are to be boxed-by Form Number, State and County, and 
labels on. front. of each box properly made out by punch operator. 
A sufficient number of wooden blocks and a wedge must Ee 


eed’ in each box to hold cards: securely. 


Group Supervisors will issue instructions where to place 
completed work. © 


ai mem AE 


raring 


ee 


Fe oes 
“INSTRUCTIONS FOR PUNCH OPERATORS 


At the close of shift, operator must mark the work which is 
not completed "INCOMPLETE". The work label provided for each County 
must be a ae A filled out as to the path cagehy Ss name, number, date, 
etc. 

Trion whe first schedule to be punched upon start of next 


work day by attaching a, blank card to the next schedule, to be 
“punched with a paper Fa 


If: he number of digits in the amount to be punched is less 


than the number of digits ‘across: the fiold (as it usually will be) 


the difference must be punched in ciphers to the loft of the amount. 


«, For example, if. the field has four colums (0000) and the amount 
- to be punched:is:125, punch "0125", 


EXCESS. CARDS If an item to be punched ‘exceeds the capacity 
of the field dcesignated'for it, it will be necessary to punch cxcess 
cards in the ‘ORL ORLRE elt 


EXCESS PRINCIPAL (Green) 
(Replaces manila when excess occurs) 
Punch all: information on the schedule and the romaining 
figures from excess amount in the field.in which excess occurs. 
EXCESS TRAILER (Manila, striped grecn) 
The following MUST be punched on each trailer card 
and must Correspond exactly to similar’ columns on the excess principal. 


Sehedule number, Cols. 1-4 inc.; State, Cols. 5 & 6; County, 
Cols. 7 & 8; Minor Civil Division, Cols.:9 & 10; Type of Prop., 

Col. 11; Year Codc,.Col. 16, Yoar Code, Col. 25, Year Paid, Col. 34; 
Check, Col. 55; Yr. Pd,, Col. -40: Yr. Pde, Col. 45: Yr. Pd., Col. 50. 
Vive PGs, COLe Guiry Vive POs 4) COOL so) OU tet teh cue Ole Oc iim tle, 

OOl. ZO* Ve POs, COOle Vol ire Pascoe: 

If tho numbor of digits in tho amount to be punched is 

greater than the number of digits in the field, onc ‘or more excoss 
trailer cards (Manila, striped: green) will be required for the 
excess. On the excess trailer card; the identifying information 
must be punched cxactly as on the oxcess principal card (Green), 
In the field whore the oxcoss occurs, a row of 9's MUST be punched 
across the entire field, X'ing all romaining fiolds. (Green Excess 
Principal roplaces the principal Manila card). 

Punch as many excess trailer ‘cards as, are necessary to re- 


cord.the excess. This is done with ‘a’ simple computation, as follows: 


Puneh excess trailer cards to a number, equal to the first 
digit of the total figure to be- punched. — For oxemplo, if the amount 
to be punched is 45,554 and the number of digits in the ficld on 
the card is::four (0000) FOUR EXCESS ‘TRAILER cdras mst be punched, 
each with -four nines (9999) in this’ ficla, and the necessary 
identifying information. AS will be. seon, these four excess trailer 


pres Go 


Ts aee he, ee 


——ee—_—_—k—_——eae—eGOe—e—e—eeeeeeeeeeee—e— a 





=5- 
INSTRUCTIONS FOR PUNCH OPERATORS 


EEE CARDS “AGon tinued): 


“eabae add to a total of 59,996. The diffcronce remaining is 5358, 


which is to be punched on tho excess principal ecard,- which also 


carrics: Al the other information to be .punched. 


‘As will be scen by examining the figures given in the cx- 


Pee. the first. digit (4) dasignates the number of excess trailer 
“@ards to be punched. This.‘samo first digit (4) must be added to 
“tho remaining four digits (5354): and the amount thus obtained be 
-punchod oh the Excess Principal card (5354 plus 4 equals 5358). 
“The ‘total in this field on the five carés (four trailer and one 
principal). will thus bo: 


9999 excess trailer 
9999 excess trailer 
9999 excess trailor 
9999 excess trajler 
0554 plus 4 equals _5858 cxcess principal 
45,3! 7354 total of five cards. 


- Likewise, if tho amount to be punched is 145,554 and the 
number of digits in the ficld on the card is four (0000) FOURTEEN 
EXCESS TRAILER cards must be punched cach with four ninos (9999) 
in this field and the necessary identifying information. As will 
be seen, these fourteen excess trailer cards add to a total of 
139,986. The difference remaining is 5368, which is to be punched 
on the excess principal card - which also carrics all the other 
information to be punched, 

As will be secn by examining the figuros given in the abovo 
example, the first two digits (14) designates tho number of excess 
trailer cards to bo punched. These same first two digits (14) must 
be added to the remaining four digits (5554) and tho amount thus 
obtaincd pe punched on tho Excess Principal card (5354 plus 14 
equals 5368). The total in this field on the fifteen cards 
(fourteen trailer and one principal) will be 145,354. 


In some cases one or more "DUMMY" schedules will be found 
stapled to other papors and original schedulos. Obtain from the 
Group Supervisor instructions for punching thesc "DUMMY" schedules. 


Some columns on the schedule may contain figures which are 
not entirely legible. Do not punch anything when in doubt but 
consult the Group Supervisor. 


A visual cheek can bo made at various times on the complcted 
carés by holding them toward the light and sighting column #35, 
which ghould always be punched "2", If light is not seon through 
all the cards on this colum, an error has becn mado and must be 
corrected immediately. Likewisc, a visual check should be made on 
State and County punch. 


10. 





yo 
INSTRUCTIONS FOR PUNCH OPERATORS 


Do not allow partially punched or error cards to collect on 


. tho floor or table. <Any card which is not to be included in the 


work’ MUST be immodiatoly torn half oe the center and thrown in 
tho waste basket. 

When the schedules are rein from the verifying machine 
operator for correction of errors, lay aside the County boing 


punched | and correct such errors immediately. The cards incorrectly 
punched have beon placeé in reverse position by the verifying 
operator and these cards will be located in the County by virtue 


of protruding, square corner. The only exception to this rule will 


‘be fora County marked "RUSH". To avoid errors coming back a 


second time for correction, check the eorrected card visually 
against the error card. Adcitional errors will be counted against 
operators who fail to correct the errors accurately the first time. 


_ Remember that accuracy is paramount. Speed will, naturally 
be acquired but is nover to be obtained at the oxpense of accuracy. 
Consult the Group Supervisor at all timcs on any matter which 
is not entirely cloar. 
Never loave the room without sesing that cards and schedules 


“are weighted down so they will not blow off the table. 


Item on Card 


Schedule 
Number 


State 


County 


Minor Civil 
Division 


iype Of Prop. 


1932 
Acres 
2 
To be used for 
Most Recent 
Year Delinquent 


1932 
Assessed 
Valuation 

3 


To be used for .-;: 


Year Code for 
Most Recent 


Year Delinquent: 


_ mse 
Assessed 
Valuation 
woe 
To be used for 
Assessed 
Valuation 
FOX 
Most Recent 
Year Delinquent 


Columns on Card :Location on Schedul¢: 





RIA June 6, 1934. 


FARM REAL ESTATE Tax DELINQUENCY 
| aye LIBRARY 
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\ i 3 i ; 
U. 8. Dinghies LA i Of Agriculture 


Punch 





FORM 1-B 






_ INSTRUCTIONS FOR PUNCHING 










1 - 4 ine, : Upper right Corner 


over "Card Number".: 


e 
e 


5 & 6 Directly below : Red Code figures. 
| "Card Number". 
Ces Directly below : Red Code figures. 
"State". 
oe Le) Directly below : Red Code figures. 
"County". 
tag : Directly below : Red Code figures. 
"Minor Civil 
: Division" : 
a= 15 inc. Column (2) : Figures as odited. 


Year line showing : 
Most Recent Year. 


: Last digit of Most 


V6 : Column (1) 
- : Recent Year. 


Year line showing 
Most Recent Year, 


Colum (4) ; Figuros as edited. 
Year line showing : 
Most Recent Year. : 


17 a 20 inc. 






Ttem_on Card =: Columns on Card :Location on Schedule: 


Delinquency, 
ane eM heres eo” 
a 5 


First Yoar 
Delinquency 
Assessed 
Valuation 
3 
To be used for 
Year Code for 
First Year 
Delinquent 


First Year 
Delinquency 
Assessed 
Valuation 
3 
To be used for 
assessed 
Valuation 
First Year 
Delinquent 


1932 
Levy 
Amount 
4: 


1932 
Levy 
Vrs PG. 


Cheek Colum 


1931 
Levy 
Amount 

4 


1931 
Levy 
Ve. 0G 


we +: t 


FORM 1-B 


2l=- 24 inc. 


20 


26 = 29 eeers 


. 
° 


‘38 - 33 inc. 


34 


os) . 


OO eo Gs 


40 


tas 


Column (2) © 


ing figures. 


Column (1) 


Year line showing : 


First Year 
Delinquent 


Punch 


_: Figures as edited. 
Lowest line show- : 


; Last digit of First 


{Lowest linc show- : 


ing figures.) 


Column (3) 


Year line showing : 


First Year 
Delinquent 


(Lowest line show- : 


ing figures.) 


Column (4) 
Line 1932. 


Colum (8) 
Line 1932. 


Does not show 
on schedule 


Column (4) 
Lino 1931. 


Column (8) 
Line 1931. 


Year Delinquent. 


: Figures as edited. 


: Figures as edited. 


: Red Code figure whon 
: Shown. 


; Code not shown punch 


. my - 


: Always punch 2. 


; Figures as edited. 


: Red Code figure when 
; Shown. 


. 
e 
. 
° 


Code not shown punch 
myn ke 





Eee Se 


_Itom on Cara “1 Columns on Card ;Location on Schedule; 


1930 
Levy 
Amount 

4 


1930 


Levy 
Vass Tse 


1929 
Levy 
Amount 

4 


1929 


Levy 
Yue ved, 


1928 
Levy 
Amount 

4 


1928 
Levy 
Liem Oe 


1932 
Special 
Assessments 
Amount 
9 


1932 
Special 
Assessments 
VE age 26 


1931 
Special 
Assessments 
Amount 
9 


1931 
Special 
Assessments 
Yay Fas 


41 = 44 ine. 


45 


46 - 49 ine. 


50 


51 - 54 inc. 


59 


OO) =I) LC’. 


60 


61 y 64 inc. 


65 


FORM’ 1=B 


ae 


Column (4) 
Line 1930. 


Column (8) 
Line 1930. 


Column (4) 
Line 1929. 


Column (8) 
Line 1929. 


Colum (4) 
Line 1928. 


Colum (8) 
Line 1928. 


Column (9) 
Line 1932. 


Column (12) - 
Line 1932 


Column (9) 
Line 1931. 


; Column (12) 
: Ling 1931 


Punch 


: Figures as edited. 


: Red Code figures when 


shown. 


: Code not shown punch 
: my f 


: Figures as edited. 


; R6d Code figures when 
: shown. 


Code not shown punch 
nytt x 


: Figures as cdited. 


:; Red Code figures when 
; Shown. 

: Code not shown punch 
: wytt r, 


; Figures as edited. 


; Red Code figures when 


Shown. 


: Code not shown punch 
: my 3 


; Figures as edited. 


: Red Code figures when 


shown. 
Code not shovn punch 


» Ne, x" 2 


Item on Card 


(1930 
‘Special’ ° 
assessments 
Amount 
9 


~~". 1930 
Special ° 
“assessments 
Yr. Pd. 


1929 
Special 
assessments 
amount 
9 


1929 
Special 
Aassessmonts 
Yen Pd 


1928 
Special 
assessments 
Amount 
9 


1928 
Special 
asscssments 
YRe Pas 


© ws 


. 
ve 


£966 - 69 ine. 


te faa 
red 


eae 


70 


WL 1 LNG g 


75 


1D =" VSP. 


80 


e 
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FORM 1-8 


; Columns on Card ;:Location on Schedule: 


Column (9) 
Line 1930. 


Column (12) 
Line 1930. 


Column. (9) 
Lino 1929. 


Column (12) 
Line 1929 


Column (9) 
Line 1928. 


Colurm (12) 


: Figures as edited. 


Punch 


: Red Code figures when 
: shown. 

: Code not shown punch 
: ryt - 


; Figures as odited. 


: Red Code figures whon 


shown. 


; Code not shown punch. 
. sey 
° xX - sy, 


; Figures ag edited. 


: Red Code figures when 


Line 1928 shown. 
: Code not shown punch 
v8 xt * 
' 
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FORM 1 - B SORT NO, 1 FOR TABLE NO, 7 SHEET NO. 1 OF 2 SHEETS AUGUST 14, 1934 


Blanks and figures eliminated in Operations 4,9,14,19,24 are to be labelled "Do not Tab", placed at end of Year Start Group, and 
consolidate with same group before Sort No. 2. , 

















OPERATION _| Ee aaa ee eee | #3 La His 6 i ae 
ARDS All cards except Group Start Blanks & Figs.| Groups 1,2,3 Groups 1,2,3 Group Start 
those used for teas from Col, "00 L929 








SED tables 1 & 2 
COLUMN 


RETAIN All cards 











Rach group 
separately 


Rach group 
parately 16 









<= 


Two groups 
X's 
Blanks & Fi 


ie 











Two groups 
X's 
Blanks & Fig 


Two groups 
X's 
Blanks & Fiz 









All cards All cards 












Ss_ 






























Array in Year Label X's as Label X's Label each 
Start group as group l. as group 2 group : 
8-9-0-1-3 Blanks & Figs. Table # 7 
as group 3. Start 1928 
for 1928 





Ready for Tab, 

























Blanks & Figs. 
from Gol, 50 


X8s from 
Gotea50 


X's from 
eee P'S) 


Group Start 
1930 








Blanks & Figs. 
from. Coll 45 








Groups 1,2,3 


Hach group 


separately 
16 











Each group 
separately 
ag 














Two groups 
X's 
Blanks & Figs. 


Two groups 
X's 
Blanks & Figs. 


Two groups 
X's 
Blanks & Figs. 












All Cards All eards 


enn a eT 
Label Label 

each group X's-Group 1 X's = Group 2 

Table #7 Blanks & Figs. 


Label 

X's-Group 1 

Blanks & Figs. 

group 3 Start 1929 Group 3 
for 1929 


Ready for Tab. 
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FORM 1 - B SORT NO, 1 FOR TABLE NO, 7 SHEET NO, 2 of 2 SHEETS August 14, 1934 eee 


OPERATION ae ec —— 

























, CARDS GROUGE t,o, -o Group Start X's from Blanks and Figs. Groups 1, Zaye 

‘ lUSED 1931 Col. 40 Cots 45 Se 
ISORT ON Each group 40 65 65 Hach group 
COLUMN separately ll separate ly Sie 






HO 4. i #26 









Two groups 
Blanks & Fi 


Two groups X's 
Blanks & Figs. 





RETAIN | All cards All cards 


LIMINATE 














Label each group Label 
MARKS Table #7 X's group 1 
Start 1930 Blanks & Figs 
for 1930 group 3 


Ready for Tab, 


EA = a ae 

























Site Croupe aia.s, Group Start X's from Blanks & Figs, Groups 2, 2,3 Groups 1, 2,32 
Loe Col, 134 from Col. 

ca ON Bach group es recep Rach group see group 

2OLUMN separately 16 separately 11 eparatel 

RETAIN All cards Two groups X's Two groups X's X's All cards 








Blanks & Figs. Blanks & Figs. 









Label each Label Label Label each 
group X's - Group 1 X's = group 2 group 
REMARKS _ Table # 7 Blanks & Figs. Table # 7 
start 1931 Group 3 Start 1933 
for 931 for=1933 


Ready for Tab. Ready Tor Tan. 
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FORM 1-3 SORT NO. 2 FOR TABLE NO. 2 








Before starting this Sort: 
From Group Start 1928: 






























































Peel off cards punched 8 in Col. 16, from both figures & X's. 































ae From Group Start 1929: Peel off cards punched 9 in Col. 16, from both figures & X's. 
From Group Start 1930: Peel off cards punched O in Col. 16, from both figures & X's. 
From Group Start 1931: Peel off cards punched 1 in Col. 16, from both figures & X's. 
These cards and Group Start 1933 are no longer used in Table 2, Identify and place back in the box. 
Blanks eliminated in Operations 1, 4, 7 must be labelled "Do Not Tab," placed at end of Year Start Group , and consolidated 
with the same Group before Sort No. 3. 
EE a eae 
OPERATION an #5 #6 
CARDS oS, A. OEY Figures & X's Figures & X's wv. Ay only Figures & X's Figures & X's 
USED Start 1922 From Col. 75 ProMmaCohaf 5 Start 1929 from Col. 7/0 from Col. /0 
SORT ON Ce Each group Each group Each group Each group 
COLUMN 19 separately 11 separately 16 separately 11 separately 16 
Two groups Two groups 
SUOMINAT ON SOU ae ee rae Pee eee 
Label each group Label each group 
Table # 2 Table # 2 
REMARKS Start 1928 Start 1929 | 
for 1929 for 1930 
Ready for Tab. Ready for Tab. 
ormunton | 47 = 5 ae ee ee 
CARDS NS aw Wm 2 sg Figures & X's Figures & X's Sitti n Ome Figures & X's Figures & X's 
USED Start 1930 from Col. 65 from Col 65 Start 1931 from Col. 60 from Col. 60 
SORT Ox Each group Each group Each group Each group 
COLUMN Pee. separately 11 separately 16 Ls eee separately 11 separately 16 





To a a a 


Label each group 
Table # 2 
Start 1930 

for 1941 

Reacy for Tab. 


REMARKS 


Label each group | 
Table # 2 | 
Start 1931 . 


for’ 1945 . 
Ready for Tab. | 





ie ORES eC 





Mie ; = ; ; 
i Cr ant psn ter iP aS Omit sae ers 
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DORT NO. 3: FOR TABLE HO. a. AUGUST 6, 1934 
a ss on P ee a 
eh Before starting this sort: So 
) From group Start 1928. Peel off cards punched 9 in Col. 16 from both figures and X's. 
From group Start 1929. Peel off cards punched 0 in Col. 16 from both figures and X's, 
From group Start 1930. Peel off cards punched 1 in Col. 16 from both figuras and X's. 
These cards and group Start 1931 are no longer used for Table No. 1. Consolidate blanks eliminated in Sort 2 
with correct year Start group. Blanks eliminated in Operations 1 and 4 are to be labeled "Do Not Tab.", placed at 
end of each year start group, and consolidated vith same group before Sort 4 for Table l. 
ee eee 
OPERATION #1 ih. #5 































» CARDS 1 Levy only Figures and X's Figures and Levy only Ficurgs and X's 
USED Start _in 28 from Col. 45 - from Col. 4 | Start in 1929 from Col, 40 
SORT ON Hach group separately Bach group separately | Bach group separatoly 
COLUMN kL 16 eee hos 
Two groups Iwo groups 
RETAIN igures and X's All -oards _ = =| Piguresand. Ais 





ELIMINATS 





REMARKS 


Blanks _ 
Label 2ach group 
Tabl2 No, 1 Start 
rik 


Ready for tab. 




































opaRATion |S ae | aceite 
CARDS Figures and X's Levy only Figures and X's | Figuros and X's 
USED from Col. 40 start in 1930 from Col. 34 | from Col, 34 
SORT ON Bach group separately Hach group ssparately 








COLUMN 16 34 1 16 


Two groups 
Figures anc X's 








RETAIN 
KLIMINATE 





All cards All cards 












NEE A A eR 


Label each group 
Table No. 1 Start 
2979. for 133] 
| Ready for tab, 


Label cach group 

Table Ne, 1 Start 

2930 Lor 1933 

Ready for tab. i 





REMARKS 















i - 4 


4 
= ee ae itis a Sea +: eet ere rit PO Ie ES, = 


thy 


% 1 7 
ee =~ " = ee pak! ° — gmt 2 (= ae 
: s 4 


= . "= ~ ° ~ 


— ad t @ - ba : 
"a poe — a a ee ae ageed A — eT oe 


¥ - 
‘ . y 
2 
we lt Sta GE cy se AO ne Aa ta a Soe) me * - - AS» Dil te, 
2 i. : F -— 
‘ 
_ me ae ma —~ ee a ee ae @ tl ge 

. r ’ ! 

¢ - “ SF ae - ~ ~ = ~~ - 
“ < * — _ gna. aaa 
a — = a + ee aa ~~ 7 
- 
b 
~- 
] = 
4 — 

o = 3 - en! = - 

Se soe = aed EA ogpey 4 io ~~ we = * ~ i 

pe a ame ’ 
. - ae > ‘ 
- ic if 
7 i — By a 





«inlay eee a Si Sree ot gm scr 


“ae 


+ 
7 4 
sme - am — es 7 
, = 
a ae 
tt a ~ dn nee A ety -—- Lg ee ge = one 
rey a, ¢ br 
“ ae Wenge i ani ——o - = . a 13 s aD ow = a 
es ee Bee = > — q a ~s a u eae Re oe see 
= ™ gi a y a 
=~ bes = }* 7 = iA’ 
a _ = ~ ~ 
i - ie . *, 
oe = s , ee * . 2 
fi Ps 
i +: = x = a = 
—— i a 
7 : 
. * 
, — ™ a . 
4 * 
. 
ti ‘ 
| a * oS 





FORM 1-B SORT NO. 4 FOR TABLE NO. 1 August 7, 1934 








Before starting this Sort: 


From Group Start 1928: Peel off cards punched 0 in Col. 16, from both figures & X's. 
From Group Start 1929: Peel off cards punched 1 in Col. 16, from both figures & X's, 


These cards and Group Start 1930 are no longer used for Tatle #1. 
Consolidate blanks eliminated from Sort # 3 with correct Year Start Group. 


Blanks eliminated in Operation 1 are to be labelled "Do Not Tab," placed at end of Year Start Group, and 
consolidated with same Group before Sort #5. 



















OPERATION #1 #2 id ra Bee sia od 
CARDS Levy only Figures & X's Figures & X's Levy only | Figures & X's Figures & X's 
USED Start 1928 from Col. 4O from Col. 4O Start 1929 from Col. 34° from Col. 34 
Each group Bach group Each growo Each group 
SORT ON ie = mn = 
COLUM Separately separately 3 separately ; separately 
py 16 Age 16 








Two groups Two groups 
x r 
RETAIN Figures & X's Ail ecards All cards Wieures & X's All cards All cards 
ELIMINATE 
Label Label 
Each group Each group 
REMARKS Table #1 Table # 1 
, Sort 1928 for | Start 1929 for 
1931 | | | 1933 





Ready for Tab. Ready for Tab. 
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FORM 1 SORT NO, 5 FOR TABLE NO. 7 AUGUST 7, 1934 > 





















OPERN PRONG Genl >. a ieee meer ie a Ha. 
CARDS All ‘cards for mr. ot. 1928 | Blanks & Figures from X's from Operation 1 Groups 1, 2 & 3 from Operations 
USED from Sort 4 Table 7 Col. 34 Gol. 34 PA ae G01 9260 
SORT ON Each group separately 
Two groups Two groups 
RETAIN Blanks & Figures X's Blanks & Figures All cards 
X'5 X's 
RiaN ING | al ioe roo Blanks @:Figures [0 
Label Label Label Place 
Each group separately X's as Group 2 Blanks & Figures as Each group separately and 
Table 7 Group 3. note the ll's & 12's. 
REMARKS Yr.5t. 2928 X's as Group 1. 
DOra Loe Label each group 
separately 
| Table 7 


Yr oot. 1928 
| fore Ise 
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FORM 1-B SORT NO. 5 FOR TABLE NO, 1, August 7, 1934 


ooo eee nee 





Before starting this Sort: 
ry 





OPHRATION 


CARDS 
USED 


SORT ON 
COLUMN 


RETAIN 


ELIMINATE 


REMARKS 





4 


From Group Start 1928: Peel off cards punched 1 in Col. 16, from both fig. & X's. 


These cards and Group Start 1929 are no longer used for Table no, 1. 


Consolidate blanks eliminated from Sort no. 4 with correct Year Start Group. 







itl #2 
Levy only Figures & X's 
Start in 1928 from Col. 34 
Kach group 
34 separately 
tek 





Two groups 


Figures & X's All Cards 


| 
| 
| 









#3 


Figures & X's 
from Col. 34 


Kach group 
separately 
16 


All Cards 


Label each group 
Table #1 

Start 1928 for 
1933 

Ready for Tab. 
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Y FARM REAL ESTATE TAX DELINQUENCY 
FORM 1-C 
INSTRUCTIONS FOR PUNCHING 
Item _on Card : Columns on Card ‘Location on Schedule? Punch ee 
e 4 o 
Schedule z 1 - 4 inc. ‘ Upper right Corner $ Numbered figures. 
Number : ‘ over "Card Number" $ 
. 4 4 
State : > & 6 $ Directly below $ Red Code figures. 
: 4 “Card Number", : 
: ‘ $ 
County : 1 60 : Directly below t Red Code figures. 
; : "State". ¢ 
Minor Civil : : : 
Division : ele ie 8 : Directly below t Red Code figures, 
: $ "County". : 
4 4 & 
iype of Prop. * va : Directly below : Red Code figures. 
$ : "Minor Civil : 
: : Division" : 
1932 : : : 
Acres ‘ Ig 15 ine, + Column (2) ‘ Figures as edited. 
a : : Line 1932 : 
6 o 6 
1932 : : : 
Assessed - : 
Valuation ; : : 
3 : : : 
16 be weed for { 16 : Column (1) : Red Code figure. 
Year Code for : = ateleruOlulJon : 
first consecutive! : : 
year delinquent. $ : : 
é 4 a 
: : 3 
‘ ‘ ‘ 
: : Z 
: ; 1 
1932 ) 17 = 20 inc, ‘ Column (3) ! Figures as edited. 
Assessed ; ; Line 1932 : 
Valuation : ; : 
3 ‘ : : 
- : : 
First Year ‘ é Column (2) ‘ Figures as edited. 
Delinquency $ 21= 24 ine. : Lowest line show- ‘$ 
Acres : ‘ ing figures. : 
4 e s 


2 


ee e 
e 









Brean) ae gn eens 


ER ae Nn nmin mai enna gy She x bn 





j "=e eorepiery Se 
| er 
| ; 


= 
a oe 
, 

. 

A 

~ 

2 

4 
3 

: 
= 

My 


+36, 
Eo 


BE 
a 
y. 
7 
? 
a 
4 
« 
+ 
i 


pos oe 
’ 
é 
ave 
is 
bony 


aE, 


iy 


Item on Card 
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FORM 1-0 


er 


Cn a ee a a en 


First Year 
Delinquency 
Assessed 
Valuation 
3 
To be used for 
Year Code for 
First Year 
Delinquent 


First Year 
Delinquency 
Assessed 
Valuation 

3 


Lose 
Levy 
Amount 

4 


E9Se2 


Levy 
ord. 


Check Column 


1931 
Levy 


1930 
Levy 


1929 
Levy 


1928 
Levy 
Amount 
4 
To be used for 


o~ Oe OF oe oe 


6 
° 


1933 Levy Amount: 


1928 


Levy 
Yr. Fa. 
To be used for 


1933 Levy Yr.Pd, 


e 
. 
* 
. 
& 
. 


e 
. 


* 
. 


Columns on Card ! Location on Schedule 


25 
26 = 29 ine. 
S30 = 33 inc. 
34 
=) 
56 v=" 40 inc, 
41 = 45 inc. 
46 - 50 inc. 
51 = 54 ine. 
55 


Column (1) 
At left of year 
line showing 
First Year 
Delinquent 
(Lowest line showing 
figures). 


Column (3) 


t Year line showing 


or ee 8H 0h oF CH OF CF OF Oe 


om of 


ee 


of ef ef of 8 OF OF +f oe oe 


oe 


First Year 

Delinquent 
(Lowest line showing 

figures). 


Column (4) 
Line 1932 


Column (8) 
Line 1932. 


Does not show 
6n schedule 
Not to be used 


Not to be used 


Not to be used 


Column (4) 
ine 1933; 


Column (8) 
Line 1933, 


or Ff 0e& oe jer 


ef ef 8£© oF 0 AF 86 Ch ee 6 & 


ee 


Punch 


Red Code figure 


Figures as edited. 


Figures as edited. 


Red Code figure when 
shown. Code not 
shown punch "X", 
ALWAYS PUNCH 3. 

myn 


Re aty 


wy {t 


Figures as edited 


Red Code figures when 
shown. Code not shown 
punen "2". 
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USDA-BAE 
\< A =] g & Town- 
‘a € Legal description of property Section ship Range Card numibert ie see 
WES gy Tere EE EG ING SUNDRY Tithe hk ude Pm peg tame EO) CRU pe cL Rake SR Gee (AR cho ree 
Re) shakeela, See diy es Coumbyeene eee eee 
ceo iad Praen ey Owner’saddress) r ee ogee 
( EI pte LEN GR OATES AEN Es OT Ce REN Sage gg Tag: Maa Dente Hea aS Minor civil division -____________ 
jArewt heres bull ding s.onethe: proper tyiiaa mama amen els once Mae mene a ans Bea ee ores MME ee Lae 
Yes (J No (J IN GAP EC OL pul meena MA eh ese yo aor Menlo ee ee le eto eee es. Type-of property <1... 22h 
Real estate taxes due Real estate tax sale Tax deed 
Assessed 
. Supplement- 
valuation Buyer Buyer 
. Total taxes Year of Year of ary data 
Year Acres | of pon Slate General Niet and special | Consider- ~—_|redemption|| y, ——_,——|redemption] (see in- 
(and an taxes due | 8° assessments ation * : i if as . eee (i structions) 
buildings) ue due Private] Public | redeemed) Private] Public | redeemed) 
Caer (2) (3) (4) () (6) (7) (8) (9) (10) (11) (12) (13) (14) (15) 
| 
VS eS I ep Ee Bp ae os Pe al en, ool EPR EER AN oct a | sey ah cele Ad ie INN al eee al ys eee he TSE WR ole Sa 
{ 
NT ROE tile oe SN eo 2 aria ts BAS LG SN es Sone Ue reenter”. Aen © al GR EUER, nema | ..cpreel [a RCM Pemeelen oe Spree a [ae aco 
OES tia |i ee ee eke Rola (eee Leo (MEU ne. | NE ee Ek oe ele lS a ee HE ORNS Oe ie OOM) oe Sod eee ee] SRE eg 
AICO ERY Oye eel fe So, Sean Ue eats ot Sod eal See ie ae | ee Ra eS Penal. ar ieee Fl Sea eae acs iae UA, ZB ee el trl ye cca gear Mee che le aeons 
SH OZ Os | ce onc ee eee ewer, ES ee ek Se en aU dae hates mal eee Oe AeA a tems Tl Ps SR Ren ie ae | Al oe 
A ©) See paca nea Toe me re | ey eee cme Tee |e eRiee ee see | IP eee et | ee eee We ee ore em ee etl ee oe ee De || RNs ee fee ema Se oo (oo alee 
* The “consideration ”’ may be an amount of money, rate of interest, fraction of area, number of acres, or other consideration (see instructions). Check the kind of special 
assessments recorded as delinquent; Road and bridge district -_---- ; Drainage and levy district ---_-- ; Irrigation district .....- ; Forest fire protection district _.__. = Other =-s— 
TEU TUNE Kis seein ea A oe ee Seed ene ms eee ate ee Re bee ee ee Se ee le OSS ne ee eo eek 
Initials of record taker _--.......-_--_-_-2-_- 


8—8452 U. 8S. GOVERNMENT PRINTING OFFICE: 1933 


August 18, 1934 


FORM 2 


TABLES 


Table No. l 
Use cards showing "Taxes" with NO "Special Assessments" for any year. 


The cards are grouped by Year of First Sale and Year of 
Most Recent Sale, and tabulated for each year within the 
group by Type of Property, Buyer, and Year Redeemed, 
Unredeemed are tabulated separately by Type of Property 
and Buyer. 


Table No. 2 
Use cards showing “Special Assessments" with NO "Taxes" for any year, 


The cards are grouped by Year of First Sale and Year of 
Most Recent Sale, and tabulated for each year within the 
group by Type of Property, Buyer, and Year Redeemed. 
Unredeemed are tabulated separately by Type of Property 
and Buyer. 


Table No, 3-4 
Use cards showing both "Taxes" and "Special Assessments" for the same 
year, 


The cards are grouped by Year of First Sale and Year of Most 
Recent Sale, and tabulated for Taxes and Special Assessments 
for each Year within the group by Type of Property, Buyer, 
and Year Redeemed. Unredeemed are tabulated separately by 
Type of Property and Buyer, 


Table No, 5 
; Use cards showing “Taxes" but NO “Special Assessments" for same year, 


Cards are grouped by Year of First Sale and Year of Most Recent 
Sale, and tabulated for Taxes for cach year within the group by 
Type of Property, Buyer, and Year Rodeemed. Unredeemed are 
tabulated scparately by Type of Property and Buyer. 
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Table No. 6 
Use cards showing "Special Assessments" but NO "Taxes" for same year. 


Cards are grouped by Year of First Sale and Year of Most 
Recent Sale, and tabulated for Special Assessments for each 
Year within the group by Type of Property, Buyer, and Year 
Redeomed, Unredcemed are tabulated separately by Type of 
Property and Buyor. 


Table No. 8 
Use cards showing "Deed" information. 


Cards are grouped by Year of First Sale and Year of Most 
Recent Sale, and tabulated for each Year within the group 
by Type of Property, Year of Deed, Deed Buyer, and Year 
Deed Redeemed, Unredeemed are tabulated separately by 
Type of Property, Year of Deed, and Deed Buyer. 
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FARM REAL ESTATE TAX SALE AND TAX DEED 


FORM 2 


Iastructions for group supervisors 


and coders 
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May 17, 1934- 
FARM REAL ESTATE TAX SALE AND TAX DEED ? 
FORM-2 hy 
eroumichverviecrs 
Group supervisors of editing and coding ae familiarize then- 
selves with the nature of all items called for | on one schedule. pata 
which are peculiar or especially difficult of interpretation should he | 
referred to the supervisor. | 
Not all items that appear on the schedule, however, will be 
edited. Th6ése which are to he edited are discussed in the following para- 
graphs. Among those items whiek are to be edited, Aises may he ina 
given ease some which cannot be completed unless other items are = 
ferred to for comparison. By that, it is meant that a bea can be put 
upon one item by studying the information shown under an item not in the 
regular list of answers. Some. ef the principal gneekss are given below. 
Acreage figures given in column (2) may be checked ‘by referring 
to the "Legal Description of Property, located at oe eee center or 
the schedule. [In many ia pacge the description will be in terms of "sections". 
One "section srt ia kes 0 clei og Alama Wt READ acres. 
One “half section or "halfm EQUALS. ,oeeeeeeeeeeSa0 ACreS. 
One "quarter section" or "quarter Scae eee Wee acres. 
A "quarter section is Se divided into ae equal parts 
known as “eighties or into four equal parts ent as erent iee te | 
"Quarter sections" (160 an Mengiteieey (Bo gee npertiest 
(40 acres) are a eee of the ‘compass, The WO .We Ge OF NoWe Get, 


x & 


or the "S.W. = of NoWe. 3", er the "S. Me of MeWets neters to the southwest 


quarter of the poukenge’ quarter of a Bren section, and should contain 
approximately 40 acres. 


Not all surveys are accurate, and the acreage of a property may thus 


~~ 

vary from this uniform scalee ‘Whenever the daneeeten of the property is 
not in terms of "sections', as is.the case in some states, no such check on 
acreage is available. Acreage errno given schedule may change during 
the period covered by the schedule, If such a change is over 50 percent, 
the data previous to the change should not enter tabulations In such’ @ 
case, instruct the coder to draw lines through all lines of data previous 
to (below on the schedule) the change in acreages. 

If a schedule shows that a property lies in more than one township 
(Minor Civil Division), unless the property exceeds 1000 acres, it should 
be included in whichever township the greatest acreage is shown. Where the 
acreage is equally divided between two or more townships, include the schedule 
in the first township listed under the "Legal Description of Property". 

Type of property, as noted in the instructions for coders, appears 
on the schedule directly under "Minor Civil Divisions". This must be used, 
however, in combination with the question. concerning buildings on the property, 
r+ asked at. the upper left, and answered by a check for yes", nol Vor ine 
record", In case the question concerning buildings is left blank, the first 
line under the main body of the schedule should be examined, ("If there are 
buildings on the property, give the assessed valuation of improvements 
(buildings) in most recent year of delinquencies), If improvements were 
assessed, coders should assume that there are buildings on the property. 

The use of columns (4) to (7) may vary somewhat. “General Taxes 
due" and "Special assessments duc" may be shown both with and without the 
inclusion of "penalties and interest". In that case, effort must be spent 
in keeping a given county uniform throughout. It is desirable also to 
keep each State uniform in this regard. If in doubt on this matter, consult 


the supervisore Differences in proceedure or interpretation between counties 





-3 = 
within a given State should be reported to the supervisor. 

A check or year given in column (10) indicates that the property was 
redecmed. The year, if given, represents the year of redemption. If check 
appears, it should be coded using the last digit of the year to which the 
line corresponds. If checks appear to be used otherwise for this item in 
a given county, investigate other cards for the county, and if still in 
doubt, consult the supervisor. 

A "Tax deed", columns (11) to (15) may appear on the same line with 
a “tax sale, or on another line, or not appear at all. Column (11) should 
be given a code number corresponding to the line, as noted in the instruc- 
tions to coders. Columns (12) to (14) should be handled in a way entirely 
analagcous to columns (8) to (10). 

Schedules must be kept in the order received. Rejected schedules 


should be marked "Rr adjacent to the item on which rejected. 


Coders 


If any column which is to be coded appears to contain wrong or ir- 
regular data, or if the data which should be coded seem to be in a wrong 
column, consult the group supervisor. 

In the case of any particular state or particular county or parti- 
cular miner civil division, the name of the state, county or minor civil 
division may not appear on the first schedule. If such an instance is found, 
one of the following half-dozen schedules for the same minor civil division 
should supply the missing name. If it does not do so, consult your group 
supervisor. 

Not all columns of the schedule will contain data, and not all data 


which appear will be coded. If items seem to be out of place or otherwise 


=i 
_ extraordinary, consult the group supervisor.. If the acreage of a property 
shown on a given schedule changes more. than 5O percent at any time during 
the period of delinquency, draw a line through each line of data preceeding 
(below on the schedule) the change, and do not code the lines ve marked 
out. 

Schedules must be kept in the order received. Rejected schedules 


should be marked "RY adjacent to the item on which rejected. 


‘ater, 


one ¢ 
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Y * FORM 2 
ae 
we SUMMARY CARD TABULATIONS (\° 
) RUNS I and 2 "FIRST SALES" by YUAR of SALE “Qgt 
| SORTING: 


All summary cards for the state sorted as follows: 
I. Type (Col. 10) Group as instructed 


2ach Type Group 


Seeetnne ae 
w 
es 


(a) Yr. Start (Col. 4)-Eliminate blanks (Deed cards) 


(b) Each year start group sorted on Year of 
Sale (Col. 5) 


Retain year corresponding to the yvar start as 
8-8; G-G3 ete. 


(c) All cards retained by: 
Yr. of Sale (Col. 5) Array 8-9-0-1-2-3 
* Table Code (Col. 70) 
County (Cols. &-8) 


Buyer (Col. 11) - Gives two groups for kuns 1 
anc 2. Buyer code "0" ure eliminated from all Runs 


ee a 


TABULATING: 


ee 


Tabulate cach ‘ype Group for cach Run on a separate sheet; 


List No. lI otate 
Ma jor 
County 
List No. Buyer 


* Table Code (Col. '70) 


Wires ai uravens, 
Uistgke tran Bier 


Vow Om Cale 


-_A RR RR ARMA 


Type Indicate only 
x Aca No. 
4 ra 4 D 
No. of Prop- Acres Assessed Taxes Special 
ertics Value Assm't. 


ss 7 7 = MIMBAR 
*When Cards are not Gang Punched for "Table Code" ~ use TAvLa NUMBark - Col, ¢ 





i OTR OMS 
SUMMARY CARD TABULATIONS 
"All Sales" by Year of Sale and Year hedeemed 
RUNS & and 4 All Summary Cards 
SORTING: 
I. Hach Type Group for each Type of Buyer (not using Buyer "0") 
(a) Yr. of Sale (Col. 5) Array 6-9-0-1-2-3 
(b) Sort Yr. Redeemed (Col. 12) making two groups -figures and X's 
(c) Figures and X's separately on 


* Tapie Code (val. 70) 


Label: Redeemed: Privite Buycr ------~---- OA 
* Public NO ween eae 
Unredecemeda: Private NO eee nnn oC 

i Public Meet ere sioner 4c 


Note: Any cards coded "12" (Assigned or Sold) in Col 12 are 
handled samc as Hedecmed or Unredecmea as Run 4B. 


ee ee er ee ee reac 


TABUL AEING: 


Tabulate cach Run for cach Type Group on a separat. sheet as follows: 


hist NO. L otate 
Major 
County 
ae uo Buyer : 
* Table Code (Sol. 70): 
: Minor 
es Of Salo ; 
Yr. Redcemed : 
Type Indicate only 
ADL: 
1 a 3 4 5 
No. of Prop- ACrUS Asscssca Taxcs Spocial 
crtics Value Assin'tts 


Note: On Runs 3C, 4B and 4U - Remove control on"Yr. Redcemed"and 
block out. 
*When Cards are not Gang Punched for "Table Code" — use TABLA NUMBEn - Col. 2 


oe ee mea eins 
ch ah aE ae. 


wet 


& - 





RUNS 5 and 6 


SORTING: 


BO ciehl ra 
SUMMARY CARD TABULATIONS 


"Last Sales Still Unredeemed" 


1. Sort each Type Group for each Type of Buyer (not using 
Buyer "O") 


(a) 


Yr. of Sale (Col. 5) Array 8-9-0-1-2-3 


zach Yr. of sale separately on Most Recent Yr. (Col. 3) -- 
Retain those yrs. corresponding to the Yr. of Sale, as 


5-8, 9-9; etc. «Array 8-9-0-1-2-35 
sort all cards retained by; 

Yr. kedeemed (Col. 12) Retain X's" 
Unredeemed retained in (c) 

*Table Code (Col. 70) 

County (Col. S-8) 


State (when necessary) 


ee ro 
pee WNC ee CNS SUNOS ERE MONO VR RSME eRe TC BBVA EPR OHO One eta peusaw nae 


TABULATING: 


aes t NOR State 
Major 
County 
Laer vO <a 2 Buyer 
* Table Code (Col. 70): 
. «.-Minor 
Yr. Of Sale 
Most Recent Yr. 
Bia ge;s) Indicate 
EROIOE 
ae 2 Hs 4 5 
No. of Prop- acres assessed T2xX6s Special 
ertics Vis Lue Assm'ts 


*When Cards are 


not Gang Punched for "Table Code" - use TABLA NUMBER— Col. 2 
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POR anes 
SUMMARY CARD TABULATIONS 
RUNS 7 and 8 "Dceds" by Ycoar of Deud and Year Deed Redeemed 
SORTING: 


I. Sort all Deed cards (showing information in cols. 49,50,51) 
into same Type Groups used in other Runs. 


6. ach Type Group: 


c (a) Yr. Deed Redceomed (Col. 51) - 
t " 
) “etain two groups; Kedcemed and Unredeemed 


(b) Hach group of Redecmed and Unredcemed separately by Yr. of 
Deed (Col. 49)-u.rray 8-9-0-1-2-3 --Then County (9-8); thon 
Deed Buyer (Col. 50), giving: 

Run 7A hkedeemed to Private Buycor 
Run 7B Unredeemed to Private Buyer 
Hun SA RKedcomed to Public Buyer 
Run 8B Unredeemed to Public Buycr 


aaa ee ee ee ne ec 


TaBULATING: 


Liste Now oh State 
Major 
County 
Pst NO. 2 peod Buycr 


Yr. Deed -Minor 


aR er 


Yr. Deed Redeemed 


-9 a Oh Bs, 


Type indicate 
No te: 


On Runs 7B and 8B remove control on “Yr. Redeemed" and 
Moe WMItk. 





August 50; 1944 


FORM 2 
REVISED CHECKS 


TABLE L 


(Taxes Only) 


and the "ifost Recent Year" there 


For the "Year Start" 
should be no rejects. 
When all cards are included, Redeemed, Unredeemed and 


Rejects, if any, the totals for every year within each "Year 
Start" group shoulu be identical for the following items: 


Most Recent Year--Acres and Assessed Valuation 


Number of Properties (Card Count, less Excess) 


ARS hes 


“f 


fo 





genailt eneh, Sewn mL. 


bey dere bors.’ 
ae a ; 
many a. daiacris ; 


fmamaad J ane 





eee ge ~ — — 
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August 30, 1934 


FORM 2 
REVISED CHiCKS 


TABLE & 


(Special Assessments Only) 


For the "Year Start" and the "Most Recent Year" there 
should be no rejects. 


When all cards are included, Redeemed, Unredeemed, and 
Rejects, if any, the totals for every yoar within cach "Ycar 
Start" ;roup should be identical for the following items: 

Most Recent Year--Acres and Assessed Valuation 


Number of Propertios (Card Count, less Excsss) 


ee rs 
ie na 
OW 
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August 40, 1964 


FORM &@ 


R&VISED CHECK 





Tibles 3-4: Taxes and Special assessments for the same year. 
Taonle 5: Taxes but no Spucial Assessments for the same year. 


Table 6; Special Assossments but no Taxes for the same yoar,. 
For the “Yoar Start" and the "Most Recent Year" there 
should bu no rojects. 
When all cards are included Redecmed, Unrodeemed, and 
Rejects, if any, the sum of the totals from Tables 5-4, 5 and 
6 for evory year within each "Year Start" group should be 
identicrzl for the following items; 


Most Recent Year--acreos and asscssed Valuation 


Number of Propertics (Card Count, less Lxcess) 
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ae FARM REAL ESTATE TAX SATS AND TAX DEED 
Gg FORE 

; INSTRUCTIONS FOR EDITING AND CODING 

i SCHEDULE NO, 


Located on upper 
right corner of 
schedule. _ Bates numbering machine will be used to number 
) the schedules starting with No. 1 for the first 
schedule in each County. 


STATE 


Located directly | Ny eee 

below "Card number". Department of Agriculture Code to be used. 
Write code number at right of State name on 
same linc. 


COUNTY 


Located directly 

below "State", Department of Agriculture Code to be used. 
Write code number at right of County name on 
same line. 


MINOR CIVIL DIVISION 


Located on schedule 
directly below ib a 
"County". In some States or counties the group supervisor 
will instruct coders to use "Township and Range", 
located in the two right hand columns of the box 
in the upper center of the schedule, entitled 
"Legal Description of Property". 
Upon starting a county, group supervisors 
will issue either "Minor Civil Division" or 
"Township and Range" Code. 
Write code number at right of "Minor Civil 
. Division". 
If the schedule shows a property of more 
than 1000 acres split between two or more town 
ships, code the "Minor Civil Division" 00. 


Orr, 


TYPE OF PROPERTY 


Located on schedule: 
(a) directly below 
"Minor Civil Division": 
and (b) at upper left 
of schedule, under 
"Ormer's name and 
Owner's address", 
answering the question, 
"Are there buildings 

| on the property"? — 

ON ORE en . 


Page 2. 
FARM REAL ESTATE TaX SALE AND TAX DEED 
FORM-2 
Cont'd. ae 
TYPE OF PROPERTY 
The following codes will be assigned to describe 
both items (a) and (b) in combination and widl 
be entered to the right of "Type of Property". 
Farms not marked "irrigated" should be included : 
as "dry land farms" or "unirrigated farms" and 
coded as 1, 2 or’3 as called for below. Proper 
ties marked only "irrigated" should be coded as 
"irrigated farms". 
CODE 
No GHP GYTHABL Ons ose oc bceslecle's ols'¢ cele ¢ ecm O 
Farm with HULLAINGS bo resecsesvcrecevcees db 
Farm withouu DuLLGine si... snes «es 0s essen 
Farm with no record of buildings........ 3 
Farm with buildings, irrigated....ee..e.. 4 


Farm without buildings or with no 
record of buildines, irrigated.....ss.sse< 0 


Range, pasture or grazing land....e...0.- 6 
FPOVOST sas cp tice 6 ee ov, 0b bes 0s 0s bsip alee ss sie one 
CUG—OVET soe wee cwcrccesnveccesececsssvene 0 
SW GIUD Sias shale erste le weiss 6 a 4.6.06 eo siale g elnie ares e 5) ae umnel 
Waste (Miscellaneous waste land)...e...- X 


MUMIA Site lerk eleleve te ave aselele o dis ee ele eelelecetetenclone lye 


YEAR 
Located on schedule 
Column 1. Write the last digit of the MOST RECENT YEAR of 
tax sale at the top of "Year" Column (1), just 
above the Column number. 
ACRES 


Located on schedule 
Colum @. The acres figure shown for the MOST RECENT YEAR 
to be raised or lowered to the nearest whole 
number, as is Perak in the following examples. 
49.75 or 493 acres should be written as 50 
acres; 49.5 or 49% acres should also be written as 
50 acres: 49.4 or 49 4/10 acres should be written 
as 49 acres. To the acre figures.for the MOST RECENT 
YEAR, thus expressed in whole CIS eth) the 
following code. 
Write code number imediatoly at. tho right of 
the vear in Column 1]. 3 


; 
’ aye oe te eee ae + itt rc ‘ 
nee. ee 
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FARM REAL ESTATE TAX SALE AND TAX DEED 


FORM-2 a 
, Conttd. 
ACRES 
b ACRES CODE 
UO Diente ole's's ies ee Oe Syetare as ena 
10 to 1D imcaigianeseboss Eanes cheers Uieee Bea rieeansl orks Prana 2 
ZO TO As csc eevee ves ese eens ccsennee sooee 4 
LW CRNE IS ani oe eter eran we Perro eS She mM 
OQ eC GA Semon cre to ate eit ema ete te ate state 5 
DG Tin Se Ease heen a eR Dee) 0c Sry: Mewes 
CUD a OMNI GIN, <5 50-5 oak slepe dle ct de eae appa oe 7 
Hele) eG SG Andee Soren! Serre Sor eva, Se 8 
BOGGS BOEADO nam vcsreve'e ee 5 Cpe ees Bo siete testers 
BOOGE GOLGI win dass ass « « ect cer 10 
POLOOO Gnd Ove cre s/s css iain se sg care eres Ad 


ASSESSED VALUATION 
OF REAL ESTATE 
(Land and Buildings) 


Located on. schedule, 

Column 4. Raise or lower the amount shown for the MOST 
RECENT YEAR to the nearest whole dollar, as is 
shown in the following examples: 

49-75 should be written as 50; 49.50 should 
also be written as 50; 49.40 should be written 
as 49. 


REAL HSTATH TAXES DUE 
General taxes due 


Located on 

schedule, 

Column 4. Raise or lower the amount shown on each line 
to the nearest whole doller. 


Special assessments due 

Located on 

schedule, 

Column 45. Raise or lower the amount shown on each line 
to the nearest whole dollar. 


be ge 4. 


FAR REAL BSTATE Ts 


SALE “AND TAX DEED 


a 


FORM- 
REAL ESTATE TAX SALE 


Duy Or 

Located on 

schedule cither 

Column 8 or ae Code the type of Buyer for each line es shown 
peur ee “pelow, ahd write the codo number in Column 9. 


CODE 
‘Moo ANP rma $LON Le s «o/s ses coalew oot seen 
(eres eine purer URI CIT Ste cic coin Por 
PUTT Odl. Beek cess os Vee se ee 


Year of Rodemption 
if redeened) 


en eed 





Located on 

schedulc, 

Column 1O. Code each line... If a check appears, code the 

es a last digit of the year appearing on the sanc 
line at the left margin of the schedule. [If a 
cheek or other symbol shows that the property 
was redcened but the year of redemption is 
unknown, apply the figure 5 as the.codc. |. Write 
the code number in Column. 10. 


AX DEED 


Yoar 





Located on 

schedule, |, 

Column 11. If year appears, no coding necessary. If check 
or blank appears, but evidence of a dced appears 
in column 12 or 14, code the last digit of the 
year appearing on the same line at the loft 
margin of the schedulc. Write the code number 
in Colunm 12, . . sie 
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FARM REAL ESTATE TX SA © 2ND Tix DEED 


ee ee ee 


Conttd. 
TAX DBEper 


Buyer 


Hocsced on 
schedule cither 


Colunmn-—12)* or 14. 


Heat 7Oty Redemption 

(eae redeened a) 
Loeated on 
schedule, 
Column 14. 





FORM=-2 


Code the type of buyer as shown below, and 
write the code number in Column 14. 


CODE 


No IU MOTEICEU IO Ue ere choke tone tok oner econ crokeneherc recom 
PRiVvauew rs. ov ee oc e iy atte aloe Ghats ix tate 103 eee 


OU Deal Orets Levetereha eoceee acelle clohdeheiecs [ecatchoteneress un 


If year appears, no coding necessary. If 
check sppears; code the last. digit of the 
year appersring on the same line at the Lert 
margin of the schedule, Write the code 
number in Column 14. 








AN eee, 


Baw ys 
eu Me , ad 





june 7, 1954. 
tNSTRUCTIONS ‘16 PUNCH OPERATORS 


The card forms to be used for punching Form 2 are as follows: 


FARM REAL ESTATE TAX DELINQUENCY--FORM 2-PLATE #oO250L7 


Principal Color Red 
Excess Principal Color Yellow 
Excess Trailer Color Red, striped yellow. 


Before. starting to punch a given lot, examine the Schedules to 
make certain that only Schedules for Form No. 2, and only one State and 
County are contained therein. Examine. the punch machine to see that the 
correct "X" bar. is in place, (etched, Form 2). 

When information for any item is not. given on a schedule, the "xX" 
key will be depressed, causing the card to be automatically spaced over 
to the next field. 


Schedules must. be kept in the order received and as cards are . 
punched for same, these cards must be kept,in corresponding order. After 
punching a card, lay it face down to the left of punching machine and 
do likewise with the schedule, keeping cards and schedules in separate 
piles. Every schedule MUST have a number, and no two schedules for a 
County should contain identical numbers. If a duplicate schedule num- 
ber is discovered, or schcdule number or numbers be found missing, con- 
sult the Group Supervisor at once and he will indicate the procedure to 


‘be followed. 


If it is ever necessary -to place a paper clip on a cardgthe clip 
should be placed at either end of card but MUST never be placed at top 
or bottom of card. 

fy Cards are to be boxed.by Form Number, State and County, and-.labols 

on front of each box properly made out by punch operator. 

A sufficient number of wooden blocks and a wedge must be used in 
each box to hold cards securely. 

Group Supervisors will issue Pi Seeet ons where to place completed 
work, 

At. the close of shift, srabnbe must mark the work which is not 
comploted "INCOMPLETE". The work label provided for cach County must 
be properly filled out as to the operator's namo, number, date, etc. 

Indicate the first schedule to be punched upon start of next work 
day by attaching a blank card to the next schedule to be Pao With 
a paper clip. 


If the number of digits in the amount to be punched. is loss than 
tho number of digits across the field (as it usually will be): the 
difference must. be punched in ciphers to tho left of the amount. For 
example, if the field has four columns (0000) and thov~dfidunt to be 
punched is 125, punch "0125", 


ATELOT 


{Pov 


¥/ 
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INSTRUCTIONS TO PUNCH OPERATORS 





FORM on sls 


EXCESS CARDS If any item to be punched excecds the capacity of 
the ficld dosigna ted for it, it will be necessary to punch excess cards 
in the following manner: 


EXCESS PRINCIPAL (Yellov) 
(Replaces Red when excess occurs ) 
Punch all information on the schedule and the evga, eta 
from excess amount in the ficld in which excess occurs. 
EXCESS TRAIIER (Red, striped Yéllow) 
The following MUST be punched on each trailer card and must 
Correspond exactly to simihar:columns on the excess principal. a 


Schedule number, Cols. 1-4 inc., State, Cols..5 & 6; County, - 

Cols. 7 & 8; Minor Civil Division, Cols..9 & 10; Type. of. Propy, Cobia. 
PLS VeOOLd, ols 12: Yrs. Sold, Col. los Acres Size) Col. 22: 
Cal.. 26: Tally, Col. 37; Buyer, Col. 38° Yr.sRodeomet,.Col. o9 mee 
Col. 40; Yr. of Deed, Col. 41; Deed Buyor, Col. 42; Yr. Doed Redeened, ’ 
Col. 45; Tally, Col. 54: Buyor, Col. S55: Yr. Redeemed, Cols Oe iam. 
Col. 67; Buyer, Col. 68; Yr. Redeemed, Col. 69s Takly, Col. 7oseeuyor, 
Col. 79; Yr. Redeemed, Col. 80. or 


If the number of A yele in the amount to be. punched is Petes foe 
than tho number of digits in the ficld, one:-or more oxcess trailer cards 
(Red, striped Yellow) will be required for the oxcess. On the excess 
trailer card the identifying information must be: punched. exactly as on 
the excess principal card (yellow). In the field where the excess 
occurs, a row of 9's MUST be punched across the entire field, X'ing all 
remaining fields. (Yellow Eset Principal replaces Hee ee eee 
Red card). 

Punch as many excess trailer cards as are necessary to ee the 
excess. This is done with'a simple computation, as follows: 


Punch excess trailer cards. to a number equal to the first digit 
of the total figure to be punched. For example, if the amount to be 
punched. is 45,454 and the number of digits in the field on the card 
is four (0000) FOUR EXCESS TRAILER cards must be punched, each with 
four nines (9999) in this field, and tho necessary identifying in- 
formation. As will be seon, those. four excess trailer. cards add toa 
total of 39,996. The. difference remaining is 5358, which is to be 
punched on os excess principal ceard;- which also carries all the other 
information to be punched, 

as will be seen by cxamining the reenne given in the asounten the 
first digit (4) designates tho number of excess trailor cards to be 
punched. This sane first digit-(4) mst be added to: the remaining four 
digits (5354) and the amount thus obtained be punched on the’ excess prin- 
cipal card (5354 plus 4 equals 5358). The total in this field on the 
five cards (four trailer and'one principal) will thus ‘bo: 


7° 
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INSTRUCTIONS TO PUNCH OPERATORS 
EXCESS CARDS (Continued) 


9999 excess trailer 
9999 excess trailer 
9999 excess trailer 
9999 excess trailer 
0554 plus 4 cquals _ 5308 excess principal 
45,554 total of five cards 


Likevise, if the amount to be punched is 145,354 and the number 
of digits in the field on the card is four (0000) FOURTEEN EXCESS 
TRAILER cards must be punched cach with four nines (9999) ithe 
fisid and the-nocessary identifying information. As will be seen, 
these fourteen excess. trailer cards add to a total of 139,986. The 
difference remaining is 5368, which is to be punched on the excess 
Perea Card — which also, carios all the othor information’ tore 
punched, 

As will be seen by examining the figures given in the above ex- 
ample, the first two digits (14) designates the number of excess trailer 
cards to be punched. These sare first two digits (14) must be adced to 
the remaining four digits (5354) and the amount thus obtained be punched 
on the excess principal.card (5354 plus 14 equals 5368). The total in 
this field on the fifteen cards (fourteen trailer and one principal) will 
be 145,354. 


SUPPLEMENTAL CaRDS 

; For sone schedules it will be necessary to use an additional 
principal card (Red) in order to record information for a year or years 
in addition to those years on original principal card. This is necessary 
because the princinal card will accomodate information for only a four- 
year poriod. 

EXAMPLE 
If* the Most Recent Year for which information is shown on 

Sschecule is 1935, then Cols. 1-45 inc. on card must be sunched. Then for 
information for Year Prior to Most Recent Year (1932), Cols. 44-56 inc. 
on card must be punched. Then, if next year line (1931) on schedule is 
Mion Gole. o77oo Ine. mist bo. used Ating Col. o7, Col. 62, Col. 67, 
Col. 68 and Col. 69. Then if next year linc on schedule (1930) contains 
ttOrtwtion, Cols. 70-80 inc. on card must be punched. If next year 
line on schedule (1929) contains information, this must be punched on 
supplerental card in Cols. 27-39 inc. This card MUST CORRESPOND exactly 
40 the Original principal in the following colurms;: 1-26 inc., 40-43 inc., 
and in addition must be punched "X" over Col. 1. If next year line on 
schedule (1928) contains information, this must be punched on supplenental 
ecard dn Cols. 44-56 inclusive, "XxX" ott} balance of supplemental card. 


In sorie cases one or nore "DUMMY" schodules will be found stapled bo 


other papers and original schedules. Obtatin from the Group Supervisor 
instructions for punching those "DUMMY" schedules. 


/ 


10. 


ove 


Pago 4. ii 


INSTRUCTIONS TO PUNCH OPERATORS. 


FORM 3 
Some colurmms on the schedule may contain figures which.are not 
entirely legible. Do not punch anything when in doubt but consult the 
Group Supervisor. 


A visual check can be made at various times on the completed 
cards by holding them toward the light and sighting column #40, which 
should always be punched "1", If light is not seen through all the 
cards on this column, an error has been made and must be corrected 
immediately. Likewise, a visual check should be made on State and 
County punch. 


Do not allow partially punched or error cards to collect on the 
floor or table. Any card which is not to be included in the work 
MUST be immediately torn half down the center and thrown in tho waste 
basket. Whon the schedules are returned from the verifying machine 
operator for correction of errors, lay aside the County being punched 
and correct such errors immediately. 

The cards incorrectly punched have been placed in reverse 
position by the verifying operator. These cards will be located in 
the County by virtue of protruding square corner. The only exception 
to this rule will be for a county marked "RUS H". To avoid errors 
Coming back a sccond time for correction, check the corrected card 
Visually against the error card. Additional errors will be counted 
against operators who fail to correct the errors accu~ately the first 
time. 


Remember that accuracy is paramount. Speed will naturally be 
acquired but is never to be obtained at the exponse of accuracy. 

Consult the Group Supervisor at all times on any matter which 
is not entiroly clear. 

Never leave the room without seeing that cards end schedules are 
weighted down, so they will not blow off of table. 


ok 


FARM REAL ESTATE TAX SALE AND TAX DEED 


June 7, 1954, 


ee FORM 2 
INSTRUCTIONS FOR PUNCHING Ng 
Item on Card : Columns on Card :Location on Schedule: ___Puneh Was 
Schedule 1 - 4 ine. : Upper right Corner ; Numbered figures. 
Number : over "Card Number".: 
State 5&6 : Directly below ; Red Code figures. 
: "Card Number”. re i 
County toe 6 : Directly below : Red Code figures. 
: "State" ‘ hex 
Minor 9 & 10 Directly below ; Red Code figures. 
Civil Division . "County". 
Type of Prop. 0 Directly below : Red’ Code figures. 
"Minor Civil 
Division" 
Yrs. Sold 12 Ate. VOD. Ob "Your as Red’ Code figure 
(Code) : Col.(1) just above 
; the Column Number. 
Yrs. Sold 13 From bottom of : Last digit of such 
(Code) : Schedule first ycar: year. 
Showing Tax Salc. 
(Lowest line show-: 
ing data.) 
Acres 14 At right of Year : Red’ Code figuros. 
Size Code tn eCgle Gly). = HLINS 
showing figures 
most recent year 
Tax Sale. 
Acres 25° = 1L94ine. Most recent yoar : Figures as edited. 
Number Column (2) 
2 . 
Assessed 20 - 25 inc. Most recent year : Figures as edited. 
Valuation Colum (3) ; 
Amount (Same line as : 
(Dollars) : Acres) : 
2 ‘3 ° ° 
Assesscd ~ 26 : Doos not show : Whch an "amount" is 
Valua tion : on Schedulc. : punched in Cols. 20- 
m 5 « 


25; ° punch "1". 


: Wheh no amount has 


been punched, punch 


e Wow a 





Page 2. a 


FORM 2 


ah eine 


_Itom on Card . : Columis' on Cord :Location on Schedule: Pune ie uaiatyy | 


Taxes.:: 3 27 = Sl;ine..: Most recent year : Figures as edited. 
Amount ° : a : Column (4) : 
Due : : (Same line as 
(Dollars) : : "assessed 
4. : op : Valuation" ) 
Special). : .62 = S6.dnc. +: Most retent year = Figures "as odieed. 
Assessmonts’ : nee : Colum (5) 
Amount : ey : (Samo line as 
Duc e's a : "Assessed 
(Doliarg) oo 4 : Valuation" ) 
Ss) ) ; 
BoOCHAL, 6s. OF : Does not show : When an "amount" is 
Assessments ; . sta : on Schedulc : punched in any colums 
eae : Reet: : from 27-36 inc., 


* punch i 
: When no amount has 
: been punched, punch "0", 


Buyer : 38 :: Most recent year : Red Code figure. 
8 : | : Column (9) 2 XT 1f nb gees 
9 : : : (Samo linc as : appears. 

"assessed 


Valuation" ) 


Yr. Redeomed ; 39 “:* Most recent year : Red Code figure. 
: Column (10) s MR" if "no code 
: figure appears. 


Check Column es 40 oat : Does not show : Always punch l. 
: : on Schedule : 


VEewtpised «1s ay : .Most recent yoor : Red Code figure 
: ; : in which Tax Deed : when shown. 

: ‘appears. Colum : Last digit of year 

ae (11) : given when Red Code 

ay. : figure does not ap- 
* pear. 
sR if colmnaces 
: schedule is blank. 


Deed Buyer t 42, : Most recont yosar : Red Code figure. 
ie ' + Column (13) : "XY if noviieure ; 

uS ral) a ae ; erat a : appears. i 

Yr, Deed Red'md. : 43 |. _.! ‘? Most recent year : Red Code figure ; 
: on Colum (14) : when shown. i 

: ; ; (Same line as : Last digit of year 

: -.) 3 + “Deed Buyer".) : given when Red Code ti 

: fos : figure does not ap- \ 


} : He ae : pear. 
; a 2 MX? df columivon 
: ae : schodule is blank. 





Itom on Card 


Taxes 
Amount 
Duc 
(Dollars) 


4. 34. 


Special 
Assessments 
Amount 
Duo 
(Dollars) 
5 


Special 
asscossments 
oe 


Yr. Redeemed 
1O 


Taxcs 
amount 
i Due 
(Dollars ) 

4 


Special 
Assessmonts 
amount 
Due 
(Dollars) 
5 


ee 8 60 ec o8 2% #8 © S8& ee 28 828 20 ce 28 se foe 


ee ee 8% we ef 88 2, 


es ee 62 @f 22 °F e808 ee oe 8 28 oF ee 89 e® se oe 8 ee ec @e 


ee © ee © cf we pe 


44 - 48 inc. 


49 * 53 ine. 


5 


54 
95 ni | 
56 

57-61 ine: 


Era Tul 


5 
F 
ey 


«= 


0 


{ 
so 


e 
“= 


; Year prior to most 
; recent year. 

: Column (-:) 

; (Next line below 
: ling previgusly 
punched for acres 
and Assossmonts.) 


ea) 28 de 06 


Year prior (bclow) 
to most recont year 
Column (5) 


Does not snow 
on Schedulc. 


: Year prior (bclow) 
: to most recent year 
: Column (9) 

: (Same ling as 

: “Po Ly" } 

: Yoar prior (below) 
: to most recent year 
: Column (40) 

: (Sumc ling as 

: "Buyer" } 

: Year prior to last 
: yeur punched. 

“ Column (4) 

: (Socond linc below 
: line previously 

: punchod for Acres 
: and Assessments.) 


olow) 
ar 


Year prior \| 
to last y 
punched. 
Column (9) 


 eocuc Fs 


Colums on Card ;Loention on Sthedule: 


« 
° 
ry 
° 
. 
o 
ry 
e 
. 
ry 
e 
e 
° 
e 
e 
e 
e 
. 
. 
ry 
« 
e 
9 
e 
° 
° 
° 
° 
° 
. 
° 
° 
e 
e 


ae ee fe of 


ae Gs. 


ee ce6 cc ee © 82 es © 22 ©9 28 ec *8 #08 60 88 ef £8 G8 28 e2 


Pags 3d. 


ATs ett 


Figures as edited. 
Note: If most recent 
yoar was 1932, year 
to be punched now is 
1931. 

If no figures appear 
on Schedules for 1951, 
“x column 44. 


Figures as edited. 
If no figures appear 
on Schodule, "xX" 
column 49. 


When an "amount" is 
punched in any columns 
from 44-53 inc., punch 
wit Ps 

When no amount has 


been punched, punch "oO", 


Kod Code figure. 
uk if nomi eto 
appears. 


Red Code figures. 
"xX" if no code figure 
appears. 


Figures as edited. 
Note: If jast yoar 
punched was 1931, yoar 
to be punched now is 
1930. 

If no figures appear 
on Sehedule for 1930, 
x COL CGE, 


Figures as edited. 
If no figures appear 
on ecnadnie.. Xr 
column 62. 


q 
EORM 2. 
Itom on Cord ees, Columns | ga wa eo ea_:Loeation on Schodule sesh, 
BPO tals yeanweO? we i Ab ust Docs not show : Whon an "amount" ‘ts 
BESORPIAGES, yeh fo. ww’ aad on Schedule. : punchod in any colutins 
tT eh Roy eo, mit : from 57-66 inc.,;- punch 
: cee; : 2 whN, 2 
: H : When no amount Has.” 
; : ; boon punched, punch "0". 
Buyer | cine 68 “: Year prior (below) : Red Code figuros. 
8 : : to last year : "XxX" if no figures 
me y ; nf ap, Punched. : appear. 
: icin ince Ca CO) 
: f -at,.., (Same line as: 
bak x ee “Tally”. ) 
Yr, Redcomed ; 69 :; Year prior (below) : Red Codc- figures. 
10 : . : to last year : "X" if no Code 
pci : seis: Mes dit) punched. : figuro appears. 
‘ | ap gts “Column ‘(10) ; 
: "py " (Some line as 
: Ae : Peuyor.} 
Taxes H 70.- 73 ine. «# Year prior ‘( belo) : Figures as edited. 
amount : é : to Last year : Note: If last year 
Due : il tay Steet ittlio aay pemeied. : punched was 1930, year 
(Dollars) iM | gear sep camiihn otal day CORREA : to be punched now is 
4, bb , $./ (Third Line below : 1929. 
ee ‘; line previously : If no figures appear 
: i punched for acres : on Schedule for 1929, 
* “and Assessments.) : "X" colum 70. 
Specialy.) 2 74 — 72 inc, |: ‘Year prior (below) : Figures as edited. + 
ASsessmonts : Al) sieaeigah,.. PO RSD yor : If no figures appear 
Amount : ae” Coamehed. : on Schedulc, "Xx" 
Dus : oe Column’ (5) : column 74. 
(Dollars) : ean 
Ga : : 

BRestes potent, SB. | ‘V4 ' Does not show . ; Whon an’ "amount™ is- 
assessnents.. : . oo. ot) on Schedule.  : punched’in any columns 
Pp ae cs pan tag ie cy ; from 70=77 inc., 
ee ey Male eg ee : punch "i", 

i cee dniniedines Siaee yan eS : When no amount has 
4, ole ea Ries copes : boen punched, punch "0" 
Buyer . Ly Pino oo? aie holy Bear. prides (belon)..: Red Code #igimas 
Bia eet Fo Ng dd ee) WO dae vee 2 St ae a figure 
fei : . tees’ punched. : appoars, 
i : Colum (9) : 
Yr. Redeemod ; BO. | : Your prior focolow) : Red Code figures. 
: - to last year  « “X" df no @ode 
: : punched. : figures appear. 
‘ $ Colum (10) : 
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et Card, No,,vaczec) ee 
| File: Howerence cae eo NCS) ES Gea 5 es Os SR a Ue Page SRE IASI Btate cu a te 
mS Uayerc== Namen ditens emus s eh le AE eh Are gece wears 6. wey ee ae oy oe ae ee County. 2: os Oh ie 
Se Sotier Nae ey ee bee ie ieee eae Sl Peta TS bg Ts it) Neeey tae eta Rae Sie Selle Mek aan aE Minor, civil divi 0 aha 
Stiatelat trandferic le eel go Te 2: onl B Fey SN Ke (0 a ake os RU aM a ele ND 5. Amount of Federal revenue stamps... 
(Month) (Day) (Year) (Month) (Day) (Year) 
CA AA en eign ten Sees pipneey sas 7. Consideration: 8. Assessed value... 
RMN eS Lae Set ee UN alae” AIO hE, al SA REA Sel ti Net en Ce ae CQ) wL otare ae oe A eS (a) Totaleco uN eg 
ere eee ee ee Lo Wie Biker pome i Kb); Cashepaide: 2 cee (d) Land alone.) oe 
eee hy Ag ANG RI Gl Fae Cote a fRh ste fondant alata meade @iistimtp ee eee (c) Improvements -______________ 
A oe eet AT ESN )1-/ dee eee We ea Ce Did tina Benes lis op dee te ae (d) Date of assessment______ me 
Tyr hoe: ee Fae ee “SS a SMA h aT OF eeuee’|________|__...-|_.......-.|| (€ Other arrangement_____- babar ORE 22) 
Pata! aerie trey Bey a ger oe eh Me eared elon cs Ui en a) AA Cee ai 
9. Kind of transfer (check which (-)) 10. Kind of property (check which (-y)) 11. Kind of deed (check which (-/)) 
(a) Voluntary sale__.....---.......--- LJ (a) Warranty deed LI 
(b) Forced sale: (a) Farm with buildings -_.._...._.____. ie] (0) Quit claim deed -__..___-_-___ a 
(1) Foreclosure -..... _--------- a (6) Farm without buildings___.________ fel (6) Siierift deed ...875 Se) "ai 0) ae Fel 
(2) Assignment ___._...-.-.--__- ag (c) Uncultivated land ree Ears el (d) Trustee deed_ 0. LJ 
(CO Paxtaale ea i 8 ey (O)\ Vorert land ews is seh Ne ha Ke) Pax deeded oS es fe] 
(c) Gift, devise, or descent______._- fs (e) Cannot ascertain.___......-....-..-2.. ia (f) Contract for deed___.________. pel 
12. If the sale was a forced sale, please state: Kmd) of deed) 22g Sei saee 
(CpG RCUR AN OVNI VCN Bi: Vl LS 0d. Meee AON EET [tT MNO AR 2 Oe aE (9) Bond forititie 2, [ | 
Cee TOU TRON AUT oe tok eee Gee 22 I asad aS ogc ita Stee ese eae Amount of bond -._.._______. 
13. If sale was a foreclosure, was property occupied by owner at time of sale? Ce OMB Rae tena o cteaen as eared L] 
Yes foul No |; Unknown al phate. wich 772.208 oe se 
Dy & GOVERYMENT PRINTING OFWION: 1088 S—B454 (Use other side for remarks) Initials of record taker 
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September 8, 1934 


FORM 3 


CHECKS 
TABLES L=¢4e-0 & 
9 = Special 
These tables should check one another on all items, 
except classification, for each of two groups: 


Group 1, cards showing icreage 
Group 2, cards showing No Acreage 


(Number of Propertios, less excoss) 


For cach table scparatcly, the detail totals for 
Number of Propertios, acres Transferred, and Total 
Consideration, should cheek with the accumulated 
totals for the same itoms, for cach of two groups. 
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August 18, 1954 


FORM 3 
FARM REAL ESTATE TRANSFER 


CHECKS 
The detail totals for Number of Properties, Acres Transferred, 
Total Consideration, should check with the accumulated totals 
for the same items, for each of two groups: 
Group 1, cards showing Acreage 


Group 2, cards showing No Acreage 


(Number of Properticse, less excuss) 
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August 18, 1934 


FORM 3 


FARM REAL ESTATE TRANSFER 





CHECKS 


TABLE 3 


Under the heading of Consideration, the total of Cash 
plus First Mortgage plus Other, should never exceed 
Total Consideration. In most cases, should agree 





4, 


August 18, 1934, 


FORM 3 
FARM REAL ESTATE TRANSFER 
CHECKS 


TABLES 4 - 4-A. 


For each table separately the detail totals should check 
with the aécumulated totals for each item, for each of 
two groups: 


Group 1, cards showing Assessed Value 
Group 2, cards showing No Assessed Value 


( Number of Properties, less excess ) 





August 18, 1954 


ee 


CHECKS 
TABLE - ©. 


The detail totals for Number of Properties and acres Transferred, 
should check with the accumulated totals for the samc itoms, 


(Number of Properties, less excess) 
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eee August 18, 1934 


FARM REAL ESTATE TRANSFER 
CHECKS 


TABLE 7 


The detail totals for Number of Properties, Acres Transferred 
and Total Consideration should check with the accumulated totals 
for the same items. 


Check “A" is to be used for seach Size Group, when grand total 
for these items do not agree. 


For sach "Value Por Acre" Group, by dividing the Number of Acres 
Transferred into Total Consideration the quotient obtained will 
determine whether or not the cards used are in tho correct 
"Value ‘Per Acre” Group. 


For each “Size" Group, dividing the Number of Properties into 
the Acres Transferrod, ( totals tabulated in counters 3 and 4 ) 
the quotient obtained will determine whether or not the cards 
used arg in the correct “SiZge" Group. 


For designated States cards coded "5" will be included with 
cards coded “L" in Column 59, then sach group will be handled 
separatoly. 
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August 18, 1954 


FARM RUaL ESTATE TRANSFER 


CHaCKS 


TABLE 8 


For cach "Ratio Assessed to Sale Valuc" group by dividing 
the Total Assessed Value into the Total Consideration the 
quoticnt obtained will dcotormine whether or not the cards 
used aro in the correct “Ratio Assesscd to Sule Valuc" Group. 


For cach "Size" Group by dividing the Number of Proporties 
into the Acres Transferred the quotient obtaincd will detcrmine 
whether or not tho cards used aro in the correct "Sizo Group". 


For designatcd States cards coded "5" will be included with 
cards coded "1" in Column 59, thon cach group will be 
handled separately. 
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August 15, 1934 


FORM 3 
FARM REAL ESTATE TRANSFER 
TABLE 1 


Tabulate all cards in each county for each of two groups: 


Group 1, cards showing acreage 
Group 2, cards showing no acreage 


By 


Kind of Property 

Kind of Transfer 

Kind of peed 

Year of Transfor 

Truc Consideration Given 


For tho following data: 


Number of Propertiss 
Acres Transferred 
Total Consideration 


Totals: 


For cach "Kind of Property" Totals are 
carried on the original tabulation sheots 
rome 


Number of Properties 
Acres Transforred 
Total Consideration 


ACTEALITZ 


Lil 





August 15, 1934 


FORM 3 


FARM REAL ESTATE TRANSFER 
TABLE 1-A 


Tabulate only cards in each County which represent redemption 
of Tax Deeds, Cards codod "9" in column 70, ‘(These appoar as 
Voluntary Transfers), for each of two groups: 


Group 1, cards showing acreage 
Group 2, cards showing no acreage 


By: 


Kind of Property 
Kind of transfor 
Kind of peed 

Yoars or ‘Transior 
True Consideration 


For tho following data: 


Number of Properties 
Acres Transferred 
Total Consideration 


TetoLse : 


For each “Kind cf Property" totals are 
carried on tho original tabulation sheets 
fon: 


Number of Properties 
Acres Transferred 
Total Consideration 
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August 18, 1934 


FORM 3 
FARM REAL ESTATE TRANSFER 
TABLE 2 


Tabulato all cards in each County for each of two groups: 


Group 1, cards showing acreage 
Group 2, cards showing no acreage 


BY: 


Kind of Property 
Kind of Transfer 
Year of Transfer 
Type of Buyer 
Typo of Seller 


j 


For the following data; 


Number of Properties 
Acres Transferred 
Total Consideration 


Totals: 


for each "Kind of Property" totals are 
carried on the original tabulation sheet 
Tor: 


Number of Properties 
Acres Transferred 
Total Consideration 





Gu 


4. 


August 18, 1934 


FORM 3 


FARM REAL ESTATE TRANSFER 


TABLE 3 


Tabulate only cards in each County showing acreage transferred 


by Voluntary Sale, 


cards coded "lL" in Column 58; with Truo 


Consideration Given and with Buyer and Seller having 


different surnames, 


BY: 


Kind 
Kind 
True 
Kind 
Year 
Ty pe 


Cards cod6a “s" in Column 22 


of Property 

of Transfer 
Consideration Given 
of Deed 

of Transfer 

of Financing 


For the following data: 


Number of Properties 
Acres Transferred 


4 


Consideration: 


Total 
Cash 
First Mortgage 
Other 
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August 18, 1934 


FORM 3 
FARM REAL ESTATE TRANSFER 
TABLE. 4 


Tabulate only cards in each County for Forced Sales, cards 
coded 2=3-4-5+8 in column 58, showing acreage for each 
of two groups: 


Group 1, Cards showing Assessed Value 
Group 2, cards showing No Assessed Value 


Bye 


Kind of Property 
Kind of Transfer 
Year of Transfer 
Size of Farm 


4 


For the following data: 


Number of Properties 
Acres Transferred 
Total Consideration 
Assessed Value 


4 


Totals: 


For each “Kind of Property" totals are 
carried on the original tabulation sheets 
LOL: 


Number of Properties 
Acres Transferred 
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August 18, 1934 


FORM 3 


FARM REAL ESTATE TRANSFER 





TABLE 4-A 


Tabulate only cards in each County for Forced Sales, cards 
coded 2-3-4-5-8 in column 58, showing acreage and an 
amount under "Claim" for each of two groups: 


Group 1, cards showing Assessed Value 
Group 2, cards snowing No Assessed Value 


By: 


Kind of Property 
Kind of Transfer 
Year of Transfer 
Size of Farm 
Type of Buyer 


‘ 


For the following data: 


Number of Properties 
Acres Transferred 
Total Consideration 
Amount of Claim 
Assessed Value 


Totals: 
For each "Kind of Property" totals are 
carried on the original tabulation sheets 


for. 


Number of Properties 
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August 18, 19354 


FORM 3 
FARM REAL ESTATE TRuNSFER 
eB Les oe 


TABULATE all cards in cach County Showing .i1l1 Forced Sales, 
cards coded 2-5-4-5-8 in Column 58; and Owner Occupied, 
cards coded O-1-2 in Column 70; 


By: 
Yéor of iransicor 
Kind of Property 
Kind or Trancior 
Owner Occupied 


For the Following data: 


Number of Propertics 
Acros Transferred 
Total Consideration 


For cach "Year of Transfor" totals are 


carricd on the original tabulation sheets 
for’ 


Number of Propertics 
dAeres Transferred 
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August 18, 19354 


FORM 3 
FARM REAL ESTATE TRANSFER 
TABLE 6 


Tabulate all cards in each County for each of two groups: 


Group 1, cards showing Acreage 
Group 2, cards showing No Acreage 


By: 


Minor Civil Division 
Kind of Property 

Kind of Transfer 

Year of Transfer 

True Consideration Given 


For the following Data: 
Number of Properties 
Acres Transferred 
Total Consideration 


rotaLe : 


For each "Kind of Transfer" totals are carricd 
on the original tabulation sheets for: 


Number of Properties 
Aereg Transferred 
Total Consideration 
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August 18, 1934 


FORM 3 


FARM RoAL ESTATE TRANSILR 


NO TABLE 


BORD (Cn Pisa sba i. 


(BUtween Tables 6 & 7) 
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¢ August 18, 1954 
FORM wo 
FakM REAL ESY.uTE TRANSFER 
TABLE 7 
(Ratio: Total Consideration to Total Acres Transforrcd) 
Tabulate only cards in cach County for Farms with Buildings, cards 
coded "1" in Column 59, (for designated States cards coded "5" 
will be included); showing Voluntary Sale, cards coded "1" 
in Column 58; Acreage, cards having figures in Colum 17; 
Truc Consideration Given; also Buycr and Seller having different 
surnames, cards coded "3" in Column 23; 
By: 
Kind of Property 
Year of Transfer 
Size 
Value per Acre 
we For the following Data: 
GD Number of Propertics 


Acres Transferred 
Total Consideration 


Totals: 


For cach "Size" totals arc carried on the 
original tabulation shcects for; 


Number of Propertics 
Acrcs Transferred 
Total Consideration 
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August 18, 1934 


FORM 
FARM REL ESTATE TRANSFER 
TABLE 8& 


(Ratio: Assessed Value to Truc Consideration) 


Tabulate only cards in cach County for Farms with Buildings, cards 
coded "1" in Column 59, (for designated States cards coded "5" will 
be included): showing Voluntary Sale, cards coded "1" in Column 58; 
Acreage, cards having figures in Column 17; Truc Consideration 
Given; also Buyer and Seller having different surnames, cards coded 
"3S" in Column 23; and Total Assossed Value; 


By: 


Kind of Property 

Nean- or Jrensfer 

Size 

Value Per acre 

By ratio of Assessed to Sale Value 


For the following data; 


Number of Properties 

Acres Transferred 

Total Consideration 

assessed Valuc, Total 

Assessed Valuc, Improvements Only 
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FARM REAL ESTATE TRANSFER 


FORM 3 


Instructions for group supervisors 


and coders 


FARM REAL ESTATE TRANSFER 
FORM=-3 


Group Supervisors | 

Group Supervisors of editing and coding will familiarize themselves 
with the nature of all items called for on the schedule. Data which are 
peculiar or especially difficult of interpretation should be referred to 
the supervisor. 

Not all items that appear on the schedule, however, will be edited. 
Among those items which are to be edited, there may be cases which can be 
completed only by referring to other items for comparison. That is, a 
check can be put upon one item by studying the information shown under 
another. Some of the principal checks are given below. 

Acreage figures given in Question 6 may be checked by referring to 
the "Legal Description of Property" given in this question. In many States 
the description will be in terms of "sections". 

Ode "sOccLOn” GCouR lee. s cscs cetioessectana ne 0040 BCTes. 
One “half section" or Mhalf" equals.......«..oe0 acres. 
One "quarter section" or "quarter" equals...160 acres. 

A "quarter section" is regularly divided into two equal parts known 
as “sighties" or into four equal parts known as "forties". 

"Quarter sections" (160 acres), "eighties" (80 acres), "forties" 

(40 acres) aro peas Ye points of the compass. The "S.W. q. of N.W. qe, 
or the "S.W. = of N.W. #", or tho "S.W. of N.W.", refers to the, southwest 
quarter of the northwest quarter of a given section, and should contain 
approximately 40 acres. 

Not all surveya are accuratc, and the acreage of a property may thus 
vary from this uniform scale. Whencver the description of the property is 


not in terms of "sections", as is the case in some States, no such check 








on acreage is available. 

If a schedule shows that a property lies in more than one township 
(Minor Civil Division) unless the property excecds 1000 acres it should be 
included in whichever township the greater acreage is shown. Where the 
acreage (not over 1000 acres) is equally divided botween two or more town- 
Ships, include the schedule in the first township listed under the "Legal 
Description of Property". 

The date of transfer, Question 3, should be coded for month and 
year. In-case no date of transfor ee given, and if the schedules appear 
to be in chronological order, it should be possible to approximate the 
date of transfer from the dates on the schedules preceeding and following 
the one being coded. That is, if the schedules noxt preceeding and fol- 
lowing show the samc month and year, the schedule in question can be coded 
the same also. The chronological order of schedules can be checked by 
reference to the "Card number" in the upper right corner. If the dates of 
transfer for the schedule preceeding and the one following are not 
separated by a period of more than 10 months, code the schedule in 
question for the mid-month of this period (if the period contains an even 
number of months, code for the month next following the mid-point of the 
period). If tho schedules are not in chronological order, or the date 
cannot be approximated as instructod above, code the date line O. 

Under Question 7 headed Consideration, the Total (a) may be a 
definite "true consideration” (ordinarily, several dollars per acre at 
least). It likewise may be either a nominal consideration such as"$l and 
other valuable considerations", "10 and othcr valuable considerations", or 
morely “other valuablo considerations" or similar arbitrary legal phrases. 
If the consideration includes the phrase “love and affection", or similar 


phrase, this fact should be recalled in coding Question 9, and the sale 


-3- ‘ 
classified under 9(c) as "Gift, devise, or descent". 
In somé cases for certain years, there will be shown eer Question 5 
‘the amount of Federal Revenue stamps . In some cases where no total con- 
sideration id shown it may be doterminod by revere ue to the answer to 
- Qrestion 5 heeded, Amount of Fodarat Povenie eran: Counties to be treated 
“i this mannér will be designated by the supervisor. If the 6 anount of 


Federal Revenue stamps is less than $1, it cannot be used to indicate "true 


eansideration™. tf If the amount of the SrederaL Revenue > stamps is more than 
e1,. g throne anal demetion® can “be determined for certain counties so 


a es by the pee ganic by the ree oe & £50 in stamps for every $500 
of poheideration ov fraction thereof. For example, $2 in stamps will in 
dicate that fhe consideration tel aya $1500 and 82000. Tarai | $2 
ike SERS HITE he ceasa co BC eae en of $1750. Similarly, $2.50 
in stamps will Heated as a done lderatios of 82250, 

The answer to 12(a) may be uscful as a check against the type of 
Forced Sale under 9(b). | 

Occasionally Question iG 7 will report "undivided 17s interest", 

‘or 1/6 or some Bich Yrene wen. These Jere will usually report a low con- 
sideration under Question 7. fateten eee aiuide the consideration a 
reported by 1/3, 1/6, eee mi oe ie 3 or 6, ete.,) or by nie eree 
fraction’ is reported. Be sure that Question 9 is coded 6 in such cases. 
If thé assessment is also adeten ona /a ox 1/6 interest basis, the as- 
sessiient algo’ should be divided by a em fractional interest (both 
total “ana ittipr ovements alone) « | 7 b> 

“A eheck upon the on raee of Question 9 can be secured from Question 
a it is already designated anaes Question 9) as a foreclosure, Bee 
signment, “or tax ‘sale, use he appropriate Pes. 6 Ais it is not so Classi- 


fied, or is ‘elasisad as a voluntary sake, pet ee Rosiatiaan alu.) SOS Aten 


-4- 
ll is checked as (c) Sheriff deed, or (¢) Tax deed, code Question 9 as "5", 
i.6., "Forced sale, unspecified". 
Under Question 12(a), the indication of the kind of action should 
correspond to Question 9. Nothing will be coded under 12(a). It is merely 
an editing check. Under Question 12(b), the amount of the claim against 


property sold at forced sale should be rounded to the nearest dollar. 


Coders 

If any space appears to contain wrong or irregular information, or 
if any data to be coded seem to have been recorded in the wrong place on 
the schedule, consult the group supervisor. 

If any schedule lacks a State or county name, the name can be sup- 
plied by referring to preceeding and following schedules. 

If a schedule lacks a minor civil division Gesignation, it can be 
Supplied as for State or county, provided the cards are arranged and 
separated by minor civil divisions. Otherwise missing minor civil division 
designations should be coded 0. 

Schedules must be kept in the order received. Rejected schedules 


should be marked "R" adjacent to the item on which rejected. 


I ee ee ae 
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FARM RUAL ESTATE TRANSFER 


FORM 3 


Instructions for group supervisors 


and coders. 


REVISED 
June 18, 1934, 


ATALIZ 


b1 


June 18, 1934. 


FARM REAL ESTATE JRANSFER 
FORM © 


Schedule Number, State, County, and Minor Civil Division must be 
Coded as indicated on the code sheet. 

In general, aceent tho original ficld workers' figures unless there 
is reason for change. Incomplete or conflicting information or special 
notations concerning the sale may afford reason for making changes. Some 
cases are included in tho following instructions, others should be re- 
ferred to the Suporvisor. 

Group Suporvisors of cditing and coding will familiarize themselves 
With the nature of all items called for on the schedule. Data which are 
peculiar or especially Aieeienlt Been eration shoula bo roferred to 
the supervisor. | 

Most items that appear ‘on the schedule will be coded, but in coding, 
thore may be questions Which can be complcted best by referring to other 
items for comparison. Thait is, a check ean be put upon one item by 
studying the information shown under another. 

Qucstion 2. Type of Sellcr. Disregard "Assignee", and code ac- 
cording to name given. 

Question 3. Date or Transfer. 

The date of transfer, Question 3, should be coded for month and 
year, In case no date of transfer is givon, and if tho schodules appcar 
to be in chronological order, it should be possible to approximate the 
date of transfer from the dates on tho schedules preceeding and following 
the one being coded. That is, if the schedules next preceeding and fol- 
lowing show the same month and ycsar, the schedule in question can be coded 
the same also. The chronological order of schedules can be checked by 
reference to the "Card number” in the upper right corner. If the dates of 


transfer for the schedule preceeding and the one following are not 


FARM REAL ESTA STATE ‘TRANSFER 
 FORM-3 Page &. 


Separated by a period of more than 10 months, code the sores: in 
question for the mid-month of this poriod (if the period contains an even 
number of months, code fot the month next following the mid-point of the 
period). If the schedules aro not in chronological order, or tho date 
Cannot be approximated as instructed above, code the date line O. 

Question 6. Acreage. | 

Acreage figures given in Question 6 may be checked by referring to 
the "Legal Description of Property" given in this question. In many States 
the description will be in terms of "sections". 

ONOe SSCULOn  COUALS .csee scene te ee perierecieesOl) GCLOS « 
One “half scction" or "half" cquals.........os0 acres. 
One "quarter section" or "quarter" equals...160 acres. 

A “quarter section" is regularly divided into two equal parts known 
as "cighties" or into four equal parts known as "fortics". 

"Quarter sections" (160 acres), "cighties" (80 acres), "forties" 
(40 acres) are deseribed by points of tho,compass. The "S.W. q. of NeW. q." 
or the "S.W. + 4 of N.W. 4", Or the "S.W. of N.W.", refers to the southwest 
quarter of the northwest quarter of a given section, and should contain 
approximately 40 acres, 

Not all surveys are accurate, and the acreage of a property may thus 
vary from this Cri torn seeks ; "Lots" are of irregular acreage. Whenover 
the description of the property is not in terms of "sections", as is’ the 
case in some States, no Such check on acreage is available. 

If no ovate is given, it should be calculated from the Description 
if possible. If it. ve not possible, code acreage zero (0). 

When Deseription ioe any other part of cara) indicates ae 
practi dhal pant baal or interest in, a farm is ole: aie ake the acreage 


ond assessed values by the indicated ocean. Ponstaee each of the 


FARM REALESTATE TRANSFER Page 5. 
7 FORM-3 


, Several fractions as independent transactions and code cach card separately. 

When there is a ree acreage, with only one city lot included, 
the card need not be rejected, 

iia ay 7. Consideration and Type of Financing. 

Under Question 7 headed Consideration, the Total (a) may be a 
definite "true consideration" (ordinarily, several dollars per acre at 
least). It likewise may be cither a nominal consideration such as né) and 
other valuable considorations” ,"$10 and othcor valuable considerations", or 
merely "other valuable considerations" or similar arbitrary legal phrases. 
If the consideration includes the phrase “love and affection", or similar 
phrase, this fact should be recalled in coding Question 9, and the sale 
‘Classified under 9(c) as "Gift, devise, or descent”. 

In some cases for certain ycars, there will be. shown under Question 5 
the amount of Federal Revonuc stamps. In somo cases where no total con- 
sideration is shown, it may be determined by referring to the answer to 
Question 5 headed, amount of Foderal Rovenuc Stamps. Counties to be treated 
in this manner will be designated by: the supervisor on.the basis of an 
examination of sales for the purpose of ascertaining whether it is 
Customary in the State to attach revcnuc stamps for the total consideration, 
or only for the amount of cash paid.: If the amount of Federal Revenue 
stamps is less than $1, it cannot be used to indicate "true consideration". 
If the emoun't of the Federal Revenue stamps is more than $1, the "truc 
consideration" can be determined for certain countics so designated by tho 
supervisor by the rato of $.50 in stamps for every $500 of consideration 
or fraction thereof. For examplc, $2 in stamps will indicate that the 
consideration ie pe tweor $1500: and $2000. - Therefore, $2 in pees will 
be onden as a palieua ewan in of $1750. Similarly, $2.50 in stamps will be 


Coded as a considoration of $2250. 


FARM REAL ESTATE TRANSFER Page 4. 
FORM-3 | 


go The sartadtien Gf norman eonciteratlon aici vary from State to State. 

Al sales , ROR EWEN. ease $1, $10, and/or the letters "0.V.¢." (other 
weitere crane, appear, will be coded "Nominal". -In most States, 
it will be possible in addition to set a lower limit to the probable true 
consideration per acre. The Supervisor of Coding will issue instructions 
covering this point for each State. 

In States where fractional or complete mineral rights are rcoserved 
o transferred, special problems arise. Coders will consult the Coding 
i eat ia has for sacle instructions. 

| Where Aaa taxes are a part of the consideration, they mst be 

added in, if not already included. They will be coded under "Other arrange- 
ment". Where the amount of even ares is not given, it will be estimated 
on the basis of data from the Bureau of Agricultural Economics. 

In some cases the total consideration and amount of mortgages will be 
Bers. but the cash payment left pianic, “Where two-thirds of the total con- 
sideration is accounted for by mortgage or other arrangement, and where the 
deed is a Warranty deed at voluntary sale and the total consideration ap- 
pears reasonable, the balance of the cosideration may be regarded as cash 
vd so coded, inserting the amount. 

If the amount of Mortgages exceeds total consideration by more than 
50%, and if no cash is paid, cross out all items under Consideration, and 
code Consideration, "5" she type of Financing, MOU. Lf the amount of 
mortgage exceeds the total by less than 50%, retain both items. If both cash 
and mortgage are given, the total mist agree with the total consideration, 
Sleemies. tis data should be regarded as conflicting and nary Consideration, 
wot ani ee of renee a 

When cash paid Caquals the total considoration and there is a mortgage, 


cross all threc out and code Consideration, "5" and Type of Financing, "0". 


FARM REAL ESTATE TRANSFER Page 5. 
_ FORM-3 


When cash plus satteaes equals fees than the total consideration, 
code Type of Financing, "8", but accept whe total Snare tion as given. 

When only’ "Cash Paid" is written in Question 7, code Type of Financing 
"8", - "Partial Information", Amount of total consideration mst be left 
blank, and coded, "5", 

Where cash and mortgage ond other add to total consideration, and is 
reasonable in amount, retain the morteags figire over if it is said to be 
assumed, , 

When cash and mortgage do not add to total and the mortgage is ro- 
ported as "assumed", thc amount may bo used if it states present value, but 
if tho date of siving the original mortgage is given without Pie oranone 
“value, no conf idenee in the fignre can, be had, and the figure ae ee 5) 
used,’ Code Type of Financive, ret, ~ "Partial Totorepient. | . 

Question 8. Assessed Value. 

The date of the assessed valuc should not differ by more than four (4) 
years from date of transfer. If it does, cross out the assessed value. 

“ Question 9. Kind of Transfer. Code as enaeads except: 
"4a Bankruptey sale - Code "8", 

b. When Question 1l is chocked Sheriff Deed or Tax Deed or ear 
title, Question 9 cannot be voluntary. ‘Te checked "yoliintary', code 
"5" forced sale, unspecified. ‘ 

Gs When Giodeion 11 is checkcd kaninteee tans or fyoutorte 
Wied, Quedsion 9 ts ‘tobe Seded "7" — ethene | 
Cheek ‘tho answer to this question against 12(a). 

Question 10. Type of Propersy . 
Assessed value for puildings shown in Question 8 is acceptable 
evidence of buildings for coding Question Tigi Tmetaee Indian land in 


“Cannot ascertain". 


FARM REAL ESTAGE TRANSFER Page 6. 
FORM-3 


Question ll. Type of Deed, 

If "tax title” is written in under "h, other", question 11 should be 
coded 6, and qiestion 9 should be coded 4. 

Question 12. 

Use the code for months of the year given for Question 35. 

Amount of claim should be rounded to nearest dollar. If interest is 
to be computed, refer to supervisor. 

Question 13. Occupied by owner. Codo only in case of foreclosure. 

Coders 

If any space appears to contain wrong or irregular information, or 
if any data to be coded seem to have bcen recorded in the wrong place on 
the schedule, consult the group supervisor. 

If any schedule lacks a State or county name, tho name can be sup- 
plied by referring to preceeding and following schedules. 

If a schedule lacks a minor civil division designation, it can be 
Supplicd as for State or county, provided the cards are arranged and 
separated by minor civil divisions. Otherwise missing minor civil diviston 
designations should be coded 0. 

Schedules must be kept in the order received. Rejected schedules 


should be marked "R" adjaccnt to the item on which rejected. 
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May 23, 1934. 
FARM REAL ESTATE TRANSFER. 
Instructions for Editing and Coding 


Form=3 
SCHEDULE NO. 


Located on upper 

right corner of 

schedule. Bates numbering machine will be used to number 
the schedules starting with No. 1 for the first 
schedule in each County. 


STATE 


Located directly 

below schedule 

number. Department of Agriculture code to be used. 
Write code number at right of State name on 
same line. 


COUNTY 


Ducuucd Uprecuiy. P's 
below "State". Department of Agriculture code to be used. 
“-" < Write code number at right of County name on 
same line. 


MINOR CIVIL DIVISION 


Located on schedule 
directly below 
"County" or in 
States designated 
by Supervisor, 
use code based 
on township and 
range in 
Question 6. In some States or counties the group supervisor 
will instruct doders to use "Township and Range", 
located in columms near tho right side of the 
box giving "Description" in Question 6. 
Upon starting a county, group supervisors 
will issue either "Minor Civil Division" or 
"Township and Range” code. 
Write code number at right of "Minor Civil 
Division". 
If the schedule shows a property of more than 
1000 acres split between two or more townships, 
code the Minor Civil Division 00. 


TYPE OF BUYER 


Question l, 


TYPE OF SELLER 


Question 2. 


FARM REAL ESTATE TRANSFER 
FORM~3 ° oe 


Code the type of buyer as shown below. Write the 

code number immediately at the right of the words 

"Buyer - name", before the name of the buyer. If 

the buycr is a “company” or "bank", and the name 
indicates that it falls in any of the groups 2 to ‘ 
8 below, use the corresponding code number. 


CODE # 
Tn Gaavvenial. esoe@eeeseeveeeeeeeoeeeeroeaseeeeeet eevee ae 
Insurance company e@eeeeoeoeserteoeoeeoeenreeeeeeeee es @ o 


Mortgage company or land investment 
DW OLUIATY ci sta aiehensieuedelsbeieks ces’ e066 0°a el alete eipteredaterw ated 


ANDY BtAbC OF COUNTY AROTIOY s« . <\s« sturete meee’ 
Pederal Land, Danksre sists .c:< syeieleys salons eisteteinipeeesl 
JOLIMeetook J and Anis «sis «6 6 0 eieleiekecamre: 0G 
NAtLOne] Or State Dank seid sies ais pale SucWercemiel ? 
savings bank or GImast Company .ecsseeussee O 


Otters (not ineluced: abOve )\imcuse sakieaeeee oO 


Code the type of seller as shown below. Write 

the code number immediately at the right of the . 
words "Seller - name", before the name of the 
company. If the seller is a "company", and the 
name indicates thet it falls’in any of the groups ’ 
fron & to 8 inelusive bolow, use the corresponding 

code number. 


Page 35. 
FARM REAL ESTATE TRANSFER 
FORM-3" 
Cont'd. 
TYPE OF SELLER 
CODE 
RTA VSts CUTS evgrel ewe Wete tevemeteterelo ce. lola tereteter ec arereretene one 1 


PASU PUSS COMOENY Ve ee keke s Nee ce ceaewordons B 


Mortgage company or land investment 


CMe dk eels GIO aN sl eles Sic Bitivieleecceeeewen 0 
Ay Stave OF OUNTY “ALCNCY .cccccesccvsees & 
FEdSTAL Lat Bank S.S. oc cceuweeescevesione © 
JOINT=$SVOGI Vand “DaTicuiiny sys visit 6 breve ees O 
NatLonsa Mer State Kaiki sckeeawl deuce cee 7 
Savings bank or trust Companyecrecerecere & 
Others (not dine lided Shove jie wen. oe OD 
DATE OF TRANSFER 
Question 3. If name of month is shown, write the aoncaiees 

equivalent immediately to the right of the words 
"Date of Transfer", as follows: 

PERL ache sie bap ally, ee al's were le eevereeisieis a eiseremiaraie, a 
MOP LEO, asi stalare chelale pitete Gh EMels 6 ces cise 5c 


AVIAN, orate ce he doke: chetocemeveve: Sletensila, o: Sreketerchorer arene wee o) 


ADP LW adrais desde cae lede aeale agers Ea e we smdte Sadie g 4 


May @eeoet@esevceeteeeoeeeeetmeoeeeereenvpee*eeseeeseeeese et @ 5) 
June eeeeonoveeeteeeeeseeveeeeeveesvereeeeseseeeeeeereeee 6 
JOLy eeeeeeeteteoeeeeeeeeerervrempeeeeeeeeereeseeee ee 7 


OSU ata aigile’Sicelu\ehe veiallejeierverbis'ly wis reletere eee wieies (82 
MODE GIGI « cistaciar save Geta S sau Gieieie weve sie: O 
Ce TDS Laie ieiies isis 5 6 6 AAs sive) LO 
PUG SMG T visne ar perv le ole ecole ateiere clei elleehertarsis eq ete, dal! 


hey OAS HE Oke ee ee ec Te, ee ae aa Le 
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FARM REAL ESTATE TRANSFER 


ACRES TRANSFERRED 
Question 6. 


Last line, 
acres column. 


FORM-3 — 


Code the acres transferred as shown below; 

Write the code at the left of the row of xxx 

in last line of Question 6. The acres gigure 

shown is to be raised or lowered to the noarsst 

whole number, as is shown in the following examples. 
49.75 or 49% acres should be written as 50 

acres; 49.5 or 49$ acres should also be written as 

50 acres; 49.4 or 49 4/10 acres should be written 

as 49 acres. To the acre figures thus expressed 

in whole numbers, apply the following code: 


ACRES CODE 


WE TU OF are eheves's aie. tre. nlghotehele oie o » tcavere <a: atetetenr, coeker onan 
eR penal ene NAM OR 
2s ei eR eer OR 
Be ao Ser IGA 6 calc ai « Scadoukasen eee 
UCN aE Eee ene eles: 
Tig ca eS 
OCR eA aoe Rar Neel (dM oh nig ae 
Cava Ay ts oi) 08 Ra A ee 
OOO as PID tame. eats. «lide aca 
DOO aie ea amaiae , . 6 Likks1 dau fe. Renae ete 


10,000 and INC Ma tate sxe eha).e, Stele, 6 elecen eve erennvoremerene aval 





CONSIDER£TION 


Question 7. 
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FARM REAL ESTATE TRANSFER ° 


FORM-3 


Code as shown bolow. Writc the code number in 
the Wblankespace atthe left of s(a)) Hoye (ce), ote. 


CAWNol AStCERTAIN «2. 0 
Buyer and Sellor having sane surnames.... l 


Buyer anc Seller having different 
Suriancs 


Nominal consideration - warranty 

CCL a iepa enti et God ane eis 6: eUereighe sel os Sie Winleve.ne pee 
(Note: “Nominal eonsideration" 
means GL NO. Vets. SLO “OcVeGaly 
"Love and affection" or other 
arbitrary logal cxpression). 


Consideration given - warranty 

OBO aebstetislie elie scccs eeewteecans ae O 
(Note: “Consideration given" 
means a consideration of con- 
siderable anount, usually 
several dollars por acre). 


HT ATR CLAP PERS te Mag uty HEM AE AEN civic occo:oieé 1a) ovieite: onevio re. 6 6 erie 4 
Other (not. ineluded above) sicsdewcde ees ooo 


Raise or lowor the amount to noarest whole dollar 
as in the following examples: 

49.75 should be written as 50; 49.50 should 
also bo written as 50; 49.40 shoulc bo written 
as 49. 

7(d) and (e) to be combined and to appear on 
form below 7(c). 


= 








TYPE OF FINANCING 
Me SER Whes of Ohi 1" 
OFA. hn Ga On ae he an 


“  Notinal conslderatama.,. «+ és sie +0 ais sepia om) ir 


© Zee 


| Casi plus other (unspecified) (bo) and (e) 6 


Contract for Bastien e i. bie Ae ee 7 


ASSESSED VaLUE 
Question Bin 
(a) Total. 


(c) Improve-_ 
ments. 


-the code at the right of the word "Conside: 


Cash plus, first morteago (b) and (c)..... 3 


arrange cront (bd), (ce), (a), ane (6) iene. 5 


‘Reise or Lover amount to nearest whole dollar. 


Raise or lower amount to nearest whole dollar. 


ay 
= yl al 


Code the type .of financing as follows, 
























No ANPOTMATL ON ee seereceeeecesceceerecens O 
Cash eae Arran RY cg ss cds vw aod nclibraCne- Sees Ses 


Cash plus first plus second mortgage 
Ged (¢),. ana WG. )'e oi aie oe custslaew wraqmie:siainrere stays 4 


Cash plus first plus second plus other 


Other (not ineludea Bove) 16) .cukiecGy ee 


ee at ee tl here 





“KIND OF TRANSFER 


Qusspion Os ~, 


KIND OF PROPERTY 


Question 10. 
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FARM REAL ESTATE TRANSFER 


ae 


FORM-3- | 


Gode the checks. appearing under Question 9 as 
follows, writing the numbers just to the right 
of the square’ boxes: 

CODE 


(a) NY OMe GSS ee soe wee eee ea ce Kee He JL 


(Examine question 11. If Question 
11 is checkéd as (c) Sheriff deed, 
or (e) Tax deed, code Question 9 
as 5). 


(b) Forced sale 
(Any forced sale not specified as 
falling in one of the three following 
Classcem(ige (2), or (3), must be 
coded as 5). 
(1) ‘Foreclosures .s<- eer ve etn preter 
Le) ASST SRMONt his hs ebaxdee Gees orem 
(3) Tilsieve SEA GUAe Rat ah ot a ep acebe re ekene ee ae lay ere one 
Yorced gale, unspecified. .s «ses D 
(oy Gist, devise, or deseent..s «oss Loar oO 
(Include here sales in which 
"love and affection" appears 


under Question 7). 


Osher (noe Trew ded| GhOVe) siscoeeceweesaa V 


Code the kind of property under Question 10 as 
follows, writing the numbers just to the right 
of the square boxes: 

(a) Farm Wie ULE LEIS « wa « val era ws ere ears iL 


(Bb) Form Wthoat Boi lainodsss:.teseersenee 2 


(c) Uncultivated land other than forests. 3 


(d) Forest AHUONS ers sand ah wie eras We ei ale ar sume. 2e 


es! 


(6) Carnot Secertaitieves ys valesieaesseadee D 


KIND OF DEED 


Question ll. 


AMOUNT OF CLAIM 
Question 12({b). 
OCCUPIED BY OWNER 


Question 13... 


Bo te, he ik 


is {y) "Other", 
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FARM REAL ESTATE TRANSFER | 


FORM-3 -. 


‘Code’-the: kind of deed shown under question 11 as 
shown ‘below,. writing the code numbers to the right 


of the square boxes: 
In a case where a special warranty deed, 
bargain and sale deed, limited warranty deed, 


-or plain deed is shown, it will be found where 


another class has been marked over or under 
CODE + A 
(a) Warranty OOO Reus ei G.0 bse, o Riwle A eeeliete aie ee 
Sypseinliwarranty doed.icscvcssscsnem elo 
(Special warranty; limited 
Warranty, bargain and sale, 
ylain deed). 
(b) Quit-claim GSO’ seed eee be Gee eos 3 
(c) Sheriff deed... eeeves PP Rr rs ey ae ete 
(d) Trustee GAGSG a brietene a evatocers tee nein orate bee 


(e) Tax COSC 6! said owen levee Bina a ais eoeenree A ac 


(f) Contract for GEOG. és « da oe Sie ele Geerene wires 7 


:(z) Bond for AEMIGLGAIO ve: 6 ww: 0b ave @ae wlpre ee edelenete een Le 


th either (mote tveluded above) «isescsccde 9 


Raise or lower amount shown to-nearest whole dollar. 


: 
4 
6 
: { 
' 


Code this question as follows, writing the code 
number just below the square boxes: 


BEE CU SACRO eRe ACORN CE eae ih Pol ae eee) nme 1 


ROS ciate hb ataebdlh + 2 we hum oie ee Be Wee ota oe A 


UO hs oie te ave Be. 4 oh a Gl oh ea bald cee ens O 





) i sh ont ar 


> \ 
7, OM 
WA Fe Set 


FARM REAL ESTATE TRANSFER 


REVISED 
June 18, 1934. 


Instructions for Editing and Coding 


SCHEDULE NOQ. 


Located on upper 
right corner of 
schedule 


STATE 


Located directly 
below schedule 
number. 


COUNTY 


Located directly 
below "State". ° 


MINOR CIVIL DIVISION 


Located on schedule 
directly below 
"County" or in 
States designated 
by supervisor, 

use code based ° 

on township and 
range in 

Question 6. 


 Form-3 


Bates numbering machine will be used to number the 
schedules starting with No. 1 for the first 
schedule in each County. 


Department of Agriculture code to be used. 
Write code number at right of State name on same 
Mines: 


Department of Agriculture code to be used. 
Write code number at right of County name on same 
Lines 


In some States or gounties the group supervisor 
will instruct coders to use "Township and Range", 
located in colums near the right side of the 
box giving "Description" in Question 6. 

Upon starting a county, group supervisors 
will issue either "Minor Civil Division" or 
"Township and Range" code. 

Write code number at right of "Minor Civil 
Division". 

If the schedule shows a property of more than 
1000 acres split between two or more townships, 
code.the Minor Civil Division 00. 


a es Hie 


Lil 


TYPE OF BUYER 


Qucstion l. 


TYPE OF SELLER 


Question 2. 
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FARM REAL ESTaTE TRANSFER 


FORM-3 


Code the type of buycr as shown below. Write the 
code number immediately at the right of the words 
"Buyer - name’, before the name of the buyer. EL 
the buyer is a "company" or "bank", and the name 
indicates that it falls in any of the groups 2 to 
8 below, use the corresponding code number. 


CODE 
Administrator, Executor or Guardian 
of an individual, or of the estate 
On an TMOLVLGUA Leics’ wales ole 0 aot hielee weietme rele O 


Tr ddr aiie Nee ec a o's cea a ulee's «0 oslo stan 


THSUTANCO: COMPANY dee sc cccccsacqrecccccere & 


Mortgage company or land investment 


COMMON, « are ds a's cnelelataiece es 0.0 velace'e eels eistelelaiensie ene 
Any State or county Sony «vin oe 4 
Pedoral, Land bank siwcss dc sos so ee oalele a siete 
Joint-stock land bank or Receiver. ..ceccee 6 
National or State bank or Receiver....... 7 


Savings bank or trust company or 
ROCOLVGI stele o ais 4 © 0.0.4 elole ce! 6 clele.e olelsueleteticietehaterele 8 


Others (not Tneluded above)... s.ssmeiss selene 


Code the type of sellcor as shown bolow. Write 

the code number immediately at tho right of the 

words "Seller - name’, before the nam of the ‘ 
sellor. If the sellor is a “company”, and the 

name indicates that it falls in any of the groups 

from 2 to 8 inclusive bolow, use the corresponding } 
code number. 


Cont'd. 
TYPH OF SELLER 


DATE OF TRANSFER 


Question 3. 


FARM REAL ESTaTE TRANSFER Page 3. 


FORM-3. 


administrator, Executor or Guardian 

of an individual, or of the estate 

or an HMA CMU MACE ener etetolel ele oie) viele: eleleie elelevetererele O 
TNL TAT CIs ti INU og! ole einal'e Gimeba ene eeaee i 


PHSUFENCE COMPANY s vevescccccccsccvcsssess & 


‘Mortgage company or land investment 
COMPANY «cece ercevreveserersovesseseseocseene o 


ANY StTAtG Or COUNbY *ALSNCY..cccccvccveces & 
WORSTHI  MEANEDAU cee cs cccecececeeucscs © 
Foint-stock band bank or Heceiver...+e.ese 6 
National or State bank or Receiver....... 7 


Savings bank or trust company or 
BOCOT WO Worn a. Malton altel alee. ole: 6 eers em cie.e bee s.e 88 68 8 


Others (not included above. Include 
WS Si land Genes Lhe luet are et cele: aiel aga’s carats sr eebeteteie 9 


If name of month is shown, write the numerical 
equivalent immcdiately to the right of the words 
"Date. of Transfer", as follows: 

Code months as shown below and last two digits 
Of yours’. 


A LAL Vath altel eter slater wtetalele eloia esr 0.6 eel a 5's 6 tele aL 


TRUE al d Vimaterereteteletelevclel cles siele o'els s.e.e8s © oie sane) « 2 


Ieee ard eieterctete cletei stelole gieivieieicie.< o se\s ere'els eben sun) 
WED Ust al ela eter eletetere 07 6 ela eiels eis is 6 rele sw Vee gisele wee 4. 
SLlce estat d) eteieherateietais crelotatelcte:'s ete 06 e cials eles ee eeisre 4 
MLLEL Cel ete ve ers e's cletate slahesie ole lel 6 vic giaiere oie ele eee teivies LO 
ATU pitscal glare whe eke elere levejerersierers lalisy a eta selecrarete. ciece ny Ue 
HAUL SV EES che tolete fevsials aveleveraletelaleis aieiaieleisia eres sic eins Oke 


SOD Ge MO isis ate s/s) sis atalol ecole mite ai sielal ele sielere se eleele 9 
CMON aieic as ae iat woo, WHE erie cate aie ere lo tene. oe b aiuue 10 
PRO SOINUY Cvevelneutale te veuonelecareiinte leks oie lererere lena eceee aed sist 


BaCeane Pei omahace eli, teeraaraowius tele he La 
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FARM REAL ESTATE TRANSFER 
FORM-3 


ACRES TRANSFERRED 
Question 6. 
Lastiline, , « . 
acres column. Code the acres transferred as shown below: 
Write the code at the left of the row of xxx 
in last line of Question 6. The acres figure 
Shown is to be raised or lowered to the nearest 
whole number, as is shown in the following examples. 
49.75 or 49% acres should be written as 50 
acres; 49.5 or 495 acres should also be written as 
50 acres; 49.4 or 49 4/10 acres should be written 
as 49 acres. To the acre figures thus expressed 
in whole numbers, apply the following code: 
ACRES CODE 
GONMO Gea SCOtMLE 1 wieisieus eters 9/4 iste siaisrals e'e ai niete aeomemn! 
MUL OBS eee ara ike oF TONE (ely ol ee ole. 6/m ache iietavelerel a. ane ny 
10 OM LOlera le tenet aretha stetette: onl elelera elec eioleva ce leverekelons 2 
20 COPAOS ss, ort aehouses Meinle lete'e ble dle alate alee anette o 
3) TO DDeccarerevrervvercescvnvereseseces 4 
100 FG) Le Greta arate eh eherorary 6 e] sv belo ele wists ate tele sis 5 
SEAS ek) Grote toner rete Tet ale: «cis! ovelelsieacé 6 eects 6 
260 Ie acid Ch CoaW er am MOTERE LAUT: v6 che bee 6. acc eteielorettieteteie 7 
500 fu COUe ctor ed gaciten eee Peveematenel c ¢: oe!w: p° 4) adel elevdlertatel cre ote 8 
1LOOO to BG) ) Oi neuree TEEN as e's 56s aie woke olen gie)eceueunte je) 
5000 to es egret eterno bey" Gs: 40.0 6: b.ac% 000 60 le 6ie etate @ 


10,000 and ON Gln enaleteretelere ele isle eel¢ eielsiee 6 se elele as 


CONSIDERATION 


Question: 7. 


FARM REAL ESTATE TRANSFER 


FORM-3 


Code as shown below. Write the code number in 
the blank space eat the left of {a),°(b), (e), otc. 


CODE 
Buyer and Seller having same surnames..... l 


Buyer and Seller having different 


_ Surnames 


Nominal consideration - warranty 

TSG eelat kate teu Waterss lc staieis «e's 's siwis eo) wes etal es 
(Note: “Nominal consideration" 
Mepnammimeteameco. BO "0. Vac st, 
"love and affection” or other 
arbitrary legal expression). 


Consideration given - warranty 

COOdc cs ay cnet eere sis os ele gi eia lele's ovelalgieiars etait 
(Note: "Consideration given" 
means a consideration of con- 
Siderable amount, usually 
scveral dollars per acre). 


MIIPS UG Sterenone cre teredete oletere rete lerelclevet a eleie lets wieteneteleteiets 4. 
OpIOr not: InClLUdCde an DOV}. 6.6 +s + six stesso sme 


Raise or Lower the amount to nearest whole dollar 
as in the following examples: 

49.75 should be written as 50; 49.50 should 
also be ‘written as 50; 49.40 should be written 
as 49, 

7(d) and (e) to be combined and to appear on 
form bolow 7 (e). 
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FRRM REAL ESTATE TRANSFER 
FORMS 


TYPE OF FINANCING 
Question 7. Code the type of financing as follows, writing 
the code at the right of the word "Consideration". 
Disregard check marks as indicating type of 
financing. 
CODE 


No TATE OVE Gt ON cc cetaieicio's aieie s 4's 6-0, 0/4 @ © eleerees 00 


Nominal consideration (This takes 
precedence over any other).....ecccccsees 1 


Cash (etyth sate come tele ieee s prventeenio aCe eiele isvexslaheceteaeiessvane ry 
Cash plus first mortgage (b) and (c)..... 3 


Cash plus first plus second mortgage 
aon (c), and UColicincs so eie-els aise aierereratal meleneiite 4 


Cash plus first plus second plus other 
arrancamenyerbie tO), (d)s and (6leccne eee 


Cash plus other (unspecified) (b) and (e) 6 
Contract for COGU Sistate so 6 6 se cece er wletererets erate 7 


Other (not included above) or partial 
information (e) (Include U.S. land grant) 8 


ASSESSED VALUE 
Question 8. 
(a) SLOtaL. Raise or lower amount to nearest whole dollar. 


(c) Improve- 
ments. Raise or lower amount to nearest whole dollar. 


we 


KIND OF TRANSFER 


Question 9. 


KIND OF PROPERTY 


Question 10. 
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FARM REAL ESTATE TRANSFER 


~ FORMS 


Code the checks appearing under Question 9 as 
follows, writing the numbers just to the right 
of the square boxes: 

CODE 


emir BOv Wh CA rte cell Cie vaierblw asin ecie ¢ stalesia, O 


Gee VOL PEM mee Getcsrclesielcscsla pemaseb eee) 
(Examine question 11. If Question 
ll is checked as (c) Sheriff deed, 
or (e) Tax deed, code Question 9 
ALO). 


(b) Forced sale 
(Any forced sale not specified as 
falling in one of the three following 
classes (1), (2), or (3), mst be 
coded as 5), 
Mei ONS CL OBIT Ole «cele tere 3 oe) sterslane siete te 


(2) ASSLgnMentercccerseressecscreres 3 

(3) TAK SNC coe voligite ol ous lolol ote coustekeketel wre leue acs 

Forced Salo, unspecified....s«. 9 

Lo yCirtndar nes wor UOSCOM twisie ss aleelele sicetO 
(Include here sales in which 
"love and affection" appears 


under Question 7). 


Other (not included above. Include 
Partition NT OB. aie elie). 6.'6 6 bie. eke « lalgineiels. emake aes 7 


Bankruptcy SOM Glee lotetereletclevere leteietruclnlelattbotelene ss 
Code the kind of property under Question 10 as 


follows, writing the numbers just to the right 
of the square boxes: 


(a) BAU Ww VE OUI LTS e ois’ eo is sicie wis erste oeie me: 


UO mmarmey. TE okt Be POUNeS stein sc eclers «rare 
(c) Uncultivated land other than forests. 3 
(d) Forest eTTT Cig olelancia ieee arate eee eel chaticlan len crc aL 


(iG) GaAnO Rime Gente Lritwlslstenk a's’. sakie urstvdrelel Gono 


KIND OF DEED 


Question ne 


AMOUNT OF CLAIM 


Question 12(a or b) 


INA EAS GAIN YA I IE PET MA LL T ei SL eat 
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ee yee eae 


Code the kind of deed shown under question 11 as 
shown below, writing the code numbers to the right 
of the square boxes: 

In a case where a special warranty decd, 
bargain and sale doed, limited warranty deed, 
or plain deed is shown, it will be found where 
another class has beon marked over or under 
(h) “Other. 

CODE 


(a) Warranty OG vee.s 2 oa ereve clas 6 elk atameuesietertel 


° 


SPOcialemermantydGeGssess acs seus eres te 
(Special warranty, limited 
warranty, bargain and sale, 
plain deed). 
(b) Quit-claim GOO ssciswic cis 5 © stenereretevsretcbercne 3 
(c) Sheriff GOGO cleiete- «sis wn oes ele eve tereranarener enon: MEL 
(d) MIG neve CLOG. Cis shotetelelerpher ciate vetetclste sacra menaton 5 
(e) Tax DOGU sce bis'olatele'e ov efereta ace sin ee eee 6 
(2), Contract orldead.,. ssc bres ajnce tains 


(zg) Bond for CU Cee ole vikla wee bis slee tee lee 


(h) Other (not included above or not 
SU COC ivicia eater ise asy waliclk eae pier ee ee 


Code date of action, if any, on line (a), month 


and last two digits of year. 


~ 


Page 9. 
FARM REAL ESTATE TRANSFER 
FORM-3 
Cont'd. 
AMOUNT OF CLAIM CODE 
JSONUALH sceiecccecevcrHsesevcsecserveveceses aM 


Herel uieteleletaie ioleletele isis) e.e. e eiafals ene lcie 616 0 6 5.610) 8 2 


INGE C inate Sueur edehc cieteretelors! ele es (evs cle si) 6 ele c.elehelevers iS 


BLOTVIS ste eece ure alee elise lcvatacet anetay « esake: eereteie a piacavel aly aa 
Maye.) eata ie", Fist elaine lelatare oie oe 6ieie,« cicisvetsie sae as Gao 
MU Giaretetelsheleve ete aie clave 1s sia cies sreis¢ siersieicie so) oleate 
RELY icothye shelemeteere eve S06) bre) ¢ 9.4/8 stale wosiale totale ls a aie 
PUTS Gre etetetarstes ets slate cw orgie sisiele ies sess cierto aie ee 


DOD UOUDS is ciele so suis <sielcictelsicisis ss 0s «isielele viele Me 
OST ORO cscs cisirs «46 os ole siciatelp es cisie siase'e eleisiamel 
NOVOMDOL elavinieis als sleleislece ses’ Gs sie) b'nje ee 6 sare ste lohetnl 
DECOM Lie sciertete «leiela tio o) cisie state) Olevel si erereiaie aera: stam: 


Question 12(b) Raise or lower the amount shown to nearest whole 
dollar, fon line (b)% 


OCCUPIED BY OWNER 


Question 13. Code this question as follows, writing the code 
’ number just below the Square boxes: 


NY Sia eo ete, sake sucte ale oeeiaie sla isl aleoe alba lela 6 iaheumr a lamer mas 


NiOlaxetenensteleloroietetsiatoierelctotetetelctecetcielsiavelclet cle loveneserere 2 


AITUTY CNT oie etahele in veleceters| eis @ aCe © bine el ele ale end. ove takene? oO) 





i? 





eae | ise whey cece ee ee f. ier , 
a Lah eee ai ey ee : . } td oe “ WF ay ay eh 
Ma ae wy ] i as Ht 
u 1a WE ears Soren a Ke v ay ine be acne 
; <s 8 Tid : \ Hi. = rs “4 all 
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mre Pee eats e oC @ewe dau Ganon oa ce etre eR ey 
“ =, pe é 
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' 


oman Ne Bi yi iis & « “i Lom w WE, ; 7 ’ 
jabs ates wi aie, omni J Mer ay Retdeeia ids ob 
a Bea ira - nets RAE ee He Saal oat £u5 c. ees 


MK heohiinine rahi masini AEH ih ie yes 
bk qe : Dee es. Aare ©. hdres Salih 
i vie Py ’ maa ere ‘ puch Waals be vaya gah 
| ce) ipa a! 


q ms , 
- 


b csta by 


™ 2 


= 
ch , 5 a) oe 


a vey. om 
7 aah o's dis sas igsibis a as ‘i on webs ecg shit 
ity ah oe in , : 


“awl ta $s ie ea ato ee 


-) A 3 ae , 4 ee Y eA he : 
Fee ms ee eee 2 ee ak ee A ee oe ee oe 
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Item on Card 


Schedule 
Number 


State 
County 


Minor Civil 
Division. 


Type Buyer 
an 


Type Seller 
2 


Date of 
Transfer 
Mo. 
3} 


Date of 
Transfer 
be ar 
3} 


Acres 
Transferred 

Size 

Code 


Acres 
Transferred 
Number 
6 


True Consd,. Given : 


Type Financing 


2a 


13 


15 
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re 
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FARM REAL ESTATE TRANSFER 


FORM 3. 


INSTRUCTIONS FOR PUNCHING 


me 4 inc. 


& 10 


& 14 


& 16 


& 18 


- 22 inc’. 


24 


: Columns on Card :Location on Schedule: 


: Upper right Corner 


over “Card Number" 


Directly below 
"Card Number", 


Directly below 
"State". 


Directly below 
"County"”. 


; Upper left Corner. 


Question 1 


Question 2 


Question 3 
Question 3 


At the left of 
the row of xxx 
in last line 
of Question 6. 


Question 6. 
Las“ line 
Acres Column. 


Question 7. 
WAT Lett of (a), 
(b), (e) (ete.)) 


Question 7. 
(At right of the 
word 
"Consideration". ) 


: Numbéred figures. 








* JUN 2 4 


g, Be tae of AS 


= 


viowlture 








Red Code figures. 
Red iodtntiemtiuian 
Red Code figures. 
Red code figure... 
: Red das figure. 


: Red Code figures. 
: Last two digits of 
: year as shown. 

: Red Code figures. 


: Figures as edited. 


: Red Code figure. 


: Red Code figure. 





Item on Card 


Consideration : 


Total 
(Dollars) 
Ja 


Consideration :; 


Cash 
(Dollars) 
7=-B 


Consideration : 


First 
Mtge. 
(Dollars) 
7=C 


Consideration : 


Other 
(Dollars) 
= 


Check Column 


Assessed Valuc 
Total 
(Dollars) 
BA 


Assessed Value 
Improvements 
Only 
(Dollars) 

8 C6 


Kind Transfer 
9 


Kind Property 
LO 


Kind Deed 
1. 


Columns on Card :Location on Schedule: 


25 


31 


356 


41 


46 


47 


93 


58 


60 


ia 30 inc. 


- 35 inc, 


coat 45 ince 


= (Oe in. 


ae OM, ince, 


e 
° 


Question 7 (a) 
Question 7 (b) 


Question 7 (c) 


Question 7 (f) . 
Does not appear 


: as (f) on Schedule 


but is line 
directly below 
7 (e)) 


Does not show 
on Schedule 


Question 8 (a) 


Question 8 (c) 


Question 9 
(At right of 
Square boxes) 


Question 10 
(At right of 
Square boxes) 


Question ll 
(At right of | 
Square boxes) 


Punch 





: Figures as edited. 
2 OO Lf ne -iteuse 
: appoars. 


: Figures as edited. 
2 NY ae mo Tigwecs 


appear ° 


Figures as edited. 
"xX" ar no figuser 
appear. 


Figures as edited. 
: UX" If no Tigures 
: appear. 


: Always punch 1. 


: Figures as edited. 
2 atx) IP no Tigumes 
: appear. 


; Figures as cditeéd. 
x LT No cies 
> appear. 


: Red Code figure. 
: Red Code figure. 


: Red Code figure. ° 


Item on Card 


Forced Sale 
Date of 
Action 

Mo. 
124A 


Forced Sale 
Date of 
Action 

Ne 
12A 


Forced Sale 
Amount 
of Claim 
(Dollars) 
12B 


Own. Occ. 
VS 


FORM 3 


mR 


: Columns on Card :Location on Schedule: 


Punch 


: Red Code figure. 


2, (Pit no fieure 
: appears. 


: Red Code figures. 


- UX" if no) fi ae 
: appears. 


Figures as edited. 


: "xX" if no figures 
a appear e 


61 & 62 Question 12 (a) 
63 & 64 Question 12 (a) 
65 - 69 inc. Tae (b) 
70 : Question 13 


es 


> Red Code figure. 
sO Tt tna ree 


appears. 
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August 18,1954 


FORM © 
FARM REAL ESTATE TRANSFER 


CHaCks 
TABLES 1 - & - 6. 


These tables should check one another on all items, 
except classification, for each of two groups: 


Group 1, cards showing Acreage 
Group 2, cards showing No Acreage 


(Number of Properties, less excess) 


For each table separately, the cetail totals for Number of 
Properties, Acres Transferred and Total Consideration, 
should check with the accumulated totals for the same items, 


for each of two groups. 
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August 18, 1954 


FORM 3 
FARM HEAL uSTATE TRANSFER 


CHECKS 
co VBILE 1-A. 
The detail totals for Number of Properties, Acres Transferred, 
Total Considoration, should check with the accumulated totals 


for the same itoms, for each of two groups: 


Group 1, cards showing Acreage 
Group 2, cards showing No Acreage 


(Number of Propertics, less excess) 

















st + aN t« . _ 
c 
j 
| i% 
j r I>. 5 Py 
Saal ; ; # io - wa rer 
-! . ( 
c Ca ies 
oa eats,! 
, ik: al 
he : ‘ 
a t - 
‘ 4 + U < 
' rw: - , = 
oy J “ 
: BS at le oi ities a ” 7 . 
c . : 75 ae iio’, yeas aa That, or “} enh e oy : wih sé: } th oe £ © on, a a ‘ 
: Pear die ae — 
; i. iS.» a ha 5 a PJ) ne. ‘ A di P 
ra * ; od ok tap LE) te to: 2? Men Babess 220 a | ee a 
46 Fig mh in s ’ Rita = c ¥ 4 7 i a Pay 
f; , : Sek > UREN ORT “Tae UES ie Fale, jt for 
- . 
* 4 a — = 
i ‘it 
‘ ' e ' ; 2 - iP Pies Ty ii 4] : care ie nt , : 
) ; in FI i 
'f 2 tare 4 y Vee a Le are Die ye ot 
f ; i 
7 ro . = 
7 ’ | 
< Pe nk f Li a ae 
a eas (1 s ey | ) i? ; , ae a ee 
oy NG ah b : LF ; 7 er es RS oA M1. 44172 j . s 
sari bie? % vi 3) ue acl : fad he ; a a iv a i i : : 
1 Ne eee} =a) ha 46e ¥ Aas ae Ve \ 1) ‘ ¥ 
. : Le fe.) % t ; ; fl ‘P : i" “ 
T 
‘ ; OP ae ay § _ ¢ = { 
» re Pls 
\ a 7) j ; vs j 
if, i > F oa 7 ea 7 ] Pa ' 
MME ee a , + _— 
j Hs een J - mt) : . 
“ #1) pia 2 ae 4 p) Pa - 7 7 7 
ie Vie } _ mye. 7 a ‘ a 20) . 
OMY Oman) See A POP Ls : ole ie ») 
y om 7 “Te wT ‘oo es ‘ - 
sen ime J = - ; eal 
eH oy OES OR ae es a re | im 
re Mae PN, i Rn one en on eeh. a, ey Se oes ‘<a 
“an Ae A i de ah - A ed rr 7 ; a ae aes ae =) a Tee Ly i f +) «ee : 
Ma rote ee) ie 1 Ia eae Sa ae va r¢. : - E = 
Line var Fed a _ oe 
"1 me i 
a . A 
i a 


August 18, 1934 


FORM 3 


FARM REAL ESTATE TRANSFER 





CHECKS 


TABLE 3 


Under the heading of Consideration, the total of Cash 
plus First Mortgage plus Other, should never exceed 
Total Consideration, In most cases, should agree 
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August 18, 1934, 


FORM 3 


FARM REAL ESTATE TRANSFER 





CHECKS 


TABLES 4 - 4A. 


ror each table separately the detail totals should check 
with the a¢cumulated totals for each item, for each of 
two groups: 


Group 1, cards showing Assessed Value 
Group 2, cards showing No Assessed Value 


( Number of Properties, less excess ) 
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August 18, 1934 


FORM 3 
FAKM REAL HSTAT TRANSFER 


CHECKS 


The dotail totals for Number of Properties anda Acres Transferred, 
should check with the accumulated totals for the same itoms, 


(Number of Propertics, loss excess) 
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NOTE: 


64 
August 18, 1934 


FORM 3 

FARM REAL ESTATE TRANSFER 
CHECKS 
TABLE 7 


The detail totals for Number of Properties, Acres Transferred 
and Total Consideration should cheek with the accumulated totals 
for the same items. 


Check “A" is to be used for cach Size Group, when grand total 
for these items do not agree. 


For gach “Valuc Per Acre“ Group, by dividing the Number of Acres 
Transferred into Total Consideration the quotient obtained will 
determine whether or not the cards used are in the correct 
“Value Per Acro“ Group. 


For each "Size" Group, dividing the Number of Properties into 
the Acres Transferrod, ( totals tabulated in counters 3 and 4 ) 
the quotiont obtained will detormine whether or not the cards 
used are in the correct "Size" Group. 


For designated States cards coded "5" will be included with 
cards coded "1" in Column 59, then each group will be handled 
soparatoly. 
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August 18, 1954 


FARM RuAL ESTATE TRANSFER 


CHiCKS 


TABLE 8 


For cach “Ratio Assessed to Sale Valuc" group by dividing 
the Total Assessed Value into the Total Considcration the 
quotiont obtained will dotermine whether or not the cards 
used aro in thc correct “Ratio Assesscd to Sule Valuc"” Group. 


For cach "Size" Group by dividing the Number of Properties 
into the Acrus Transferred the quoticnt obtained will detcormine 
whcther or not tho cards used are in the correct "Size Group”. 


For designated States cards coded "5" will be included with 
cards coded "1" in Column 59, thon cach group will be 
handled separately. 
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June 11, 1934. 


oh BUREAU OF AGRIQULTURAL ECONOMICS 


be ca 


RURAL Tax DELINQUENCY, 
CWA PROJECT F-6 


PROCEDURE OF WORK 
RECEIVING ROOM (Basement 0116) — 

All incoming schedules are received in this room and immediately 
transmitted to the Assembling Room (2107). 

ASSEMBLING ROOM (Second floor 2107) 

When schedules arrive in Assembling Room, they are promptly recorded 
on State-County shects by Form No., date received and approximate number of 
schedules; Schedules are examined to make certain that only schedules for 
@ particular Form, State and County are contained therein. 

Minor Civil Divisions entcred on Schedules are examined to determine 
whether "Census", or "Township and Range" code applies, or F-6 code. is to 
be supplied. The proper. code sheets are assigned to each county before 
schedules are released for Coding. 

All Form 1 or Form 2 schedules for a State are then entered on 
Transmittal Sheets in duplicate and forwarded to Coding and Editing- 


"Typo Group", Room 2003. All Form 3 schedules for a State are entered on 


Transmittal Sheets in duplicate and forwarded to Coding and Editing "Coders", 


Room 2105. 

All Tronsmittal Sheets aro signed by the Group Supervisor roceiving 
work. Originals are returned to assembling Room to be filed, duplicates 
are forwarded to tho Administration Office at the close of each shift. 

A Daily Work Report for each Form Number is prepared at the close 


of each shift for total number of schedules received and distributed. This 


Report is promptly forwarded to the Administration Office,. 


A Work Label is provided for cach County. 


sisal 
CODING AND EDITING 

(A) “TYPE GROUP", (Second floor 2003) 

As Forms 1 or 2 are received from the assembling Room, a "Section 
Record" in duplicate is prepared by the Group Supervisor. When "Type" and 
"M.C.D." Coding is started, this Record is used for each Form No. to list 
each State and County, the clerk's name and numbcr, date and time received, . 
Vg TRS FARO Ee OF and number of schedules. 

On upper left comer of "Work Label", cach "Type" coder writes his 
number, the word "Type" and the date of complction. 

When "Dy po" and "M.C.D." Coding is completed, the Group Supervisor 
enters on "Section Record" the date and time, and under column headed “Re- 
marks", enters tho number of schedules less rejects. 

Incompleted counties, at the close of cach shift, will be noted: 
"N.C." on "Section Record" under colum headed "Remarks". The ontties. for 
such incompleted counties will be carried forward to the "Section Record" 
for the following work day. 

At the closo of each shift, originals of all "Section Records" are 
promptly forwarded to the sdministration Officc. Duplicates are retained 
in the Section. 

All complcted counties for. a State are listed by Form No. on Trans- 
mittal Sheets in duplicato, and forwarced to Coding anda Editing "Coders", 
All Transmittal Sheets aro signed by the Group Supervisor receiving work. 
Originals are returned to the "Type" Group to be filed. Duplicates are 
forwarded to the Administration Office at the close of each shift. 

at the close of shift, desks are put in order anc all unbound packcts 


of schedules are properly weighted. 


5. 


se 


PROCEDURE OF WORK 


CODING AND EDITING (CONT'D.) 


(B) "CODERS", (Second Paths 2105) 

As Forms 1 or 2 are received from tho "Type Group", or Form 3 is 
received from the Assembling Room, a "Section Record" in duplicate is pre- 
pared by the Group Suporvisor. When Coding is started, this Record is used 
for each Form No. to list each State and County, the clork's name and number, 
date and time received, and number of Bene diic sy: On upper left corner of 
"Work Label", coach coder writes his number and the word "Coder", and the 
date of completion. 

When Coding is complcoted, the Group Supervisor cnters on "Section 
Record" the date and time, and under column headed "Remarks", enters the 
number of schedules, less rejects. 

FORM 1 ~ REJECTS 

Re jects “eb consist of two difforent types. 

First: 
i Schedules showing no information as year line 1932. These 
will hereafter be referrod to as Forn iis 

Second: 

Schedules rejected as unusable. These are definitcly rejects. 

The first group of these rejects, Form 1-B, (schedules showing no 
information for year line 1932) are coded by designated clerks under the same 
Group Supervisor who rcoecives the work originally. 

| The second group of these rejocts (schedules re jecked as dhpasbien 
are pon in State and County ordor and at close of cach shift are forwarded 
PP ics. Room in basement (0117). | 
Proceduro for handling Section Records for completed work and Work 


Labels is the sam as outlined in the first phe of paragraph opm oa 
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PROCEDURE OF WORK 


CODING AND EDITING (CONT'D.) 


Incompleted Counties at the close of each shift, are noted N.C. 
on "Section Record" under column headed "Remarks". The entries for such 
Merit counties aro carried forward to the ragatien Record" for the 
following work day. 

At the close of each shift, originals of all "Section Records" 
are promptly forwarded to the Administration Office. Duplicates are retained 
in the Soction. 

Inecompleted work securely bound, and labeled with name and number of 
coder, is romoved by a designated laborer at the close of each shift and 
stored in Schedule File Room (Second floor 2109). This incompleted work is 
reissued to same Coder at the beginning of next work day. 

All comploted counties for a State are listed by Form No. on Trans- 
mittal Shoets in duplicate and forwarded to Schedule Numbering Room (Second 
floor 2104). 

All Transmittal Sheets aro signed by the Group Supervisor in the 
eimuerine room, who receives the work. Originals are returned to the 


proper Group Supervisor in the Coding and Editing Section to be filed. 


‘Duplicates are forvardcd to the Administration Office at the close of each 


. shift. 


(c) SCHEDULE NUMBERING ROOM, (Second floor 2104) 

Bates numbering machines are used to number tho schedulos, starting 
with #1 for the first schedule in each county. A record Us kept of the last 
schedule numbor usec in cach county. 

On upper left corner of "Work Label", coach numbering clork writes 
his number, and the word “Numberor" ane the datc of completion. 
‘At close of: each shift, the Group supervisor prepares a "Section 


Record" in duplicate, containing the following: Section {Numbering Section), 


4. 
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PROCELUAE OF WORK 


CODING AND EDITING (CONT'D.) 


Date, Shift, Form No., Group Supervisor's name, nares and numbers of clerks, 
and total number of schedules numbered by each clork. Original is promptly 
forwarded to the Administration Office. Duplicate is retained by Numbering 
Section. | 

All completed counties for a State are listed by Form No. on 
Transmittal Sheets in duplicate and forwarced to Machine Receiving Room 
(First floor 1015). <All Transmittal Sheets are signed by the Cherk in 
Charge of Machine Recciving Room, who receives work. Originals are re- 
turned to Schedule Numbering Room to be filed. Duplicates are promptly 
forwarded to the Administration Office at tho close of each shift. 

MACHINE RECEIVING ROOM (First floor 1015) 

As scheéulcs are received, they are filed by Form No., State and 
county. 

When requests for work arc made, all schecules for the required 
forn are withdrawn from the file and listed for each State on Transmittal 
Sheets in duplicate, by tho clork in chargo. Signaturc of the Group Super- 
visor of punching who receives the work is entered on the Transmittal 
Shects. The originals are retumed to the Machine Receiving Room to be 
filed, Duplicates are promtly forwardod to the Administration Office at 
the close of each shift. 

& Daily Work Report for each Form Number is prepared at the close 
of. cach shift for total numbor of schedules reccived, and distributed for 
punching. This Report is ate y forwarded to the Administration Office. 

As "20M" poaxes of blank cards are opened for use, these cards are 


irmediately repacked securely in "2 M" card boxes. 
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PROCEDURE _OF WORK 


CARD PUNCHING (First floor 1103) 


As Work is received from the Machine fecotvite Room, a "Section 
Record" in duplicate is prepared the Group Supervisor. This record is 
used for each Form No. to list cach State and County, operator's name and 
number, and the date and time when Punching is started. 

The Work Label for each County is properly filled out by each 
operator. 

When Punching is completed, the Group Supervisor cnters on the 
"Section Record", the date, time, and number of cards punched. 

Incompleted Petites at the close of each shift are noted N.C. 
on Section Record under column headed "Remarks". The entries for such in- 
completed counties are carried forward to the Scction Record for the fol- 
lowing work day. 

At the close of each shift, originals of all Section Records are 
promptly forwarded to the Administration Office. Duplicates are retained 
in the Section. 

411 completed Counties for a State are listed by Form No. “i 
Transmittal Sheets in auplicate and forwarded to Card Verifying. All 


Transmittal Sheets are signed by the Group Supervisor receiving work. 


Originals are returned to Punching section to be filed, and duplicates for- 


warded to Administration Office at the close of each shift. 


At the close of each shift, incompleted work (schedules and 


cards) labelod with name and number of Punch Operator, is removed and 


stored in Room 1003. This work is reissucd to the samo operator at the 


beginning of next work day. 
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PROCEDURE OF WORK 


CARD PUNCHING (CONT'D. ) 


Labeled boxes are provided for cards completed. The cards are boxed 
by County, and labels properly made out by operator and forwarded to Card 


Verifying. 


CARD VERIFYING (First floor 1103) 


As work is received from Punching Section, a "Section Record" in 
duplicate is prepared by tho Group Supervisor. This record is used for each 
Form No. to list cach State and County, operator's name and number, and the 
date and time Verifying is started. 

The Work Label for each County is properly filled out by each 
operator. 

When Verifying is completed, the Group Supervisor onters on the 
Section Record the date, time and number of cards verified. 

Incorploted counties at tho close of each shift, are noted N.C. 
on "Section Record" under column headed 'Romrks". The entries for such in- 
comploted counties are carried forward to the Section Record for the follow- 
ing work day. 

At the close of each shift, originals of 211 Section Records are 
promptly forwarded to the Administration Office. Duplicates aro retained in 
the Soction,. 

dountd eb completed on punching aro listed by Stato and Form No. on 
Transmittal Shoets in duplicate. These transmittals and the punched CARDS 
are forwarded to Machine Receiving Room (1003). 


A separate set of Transmittal Sheets in duplicate is nrepared by 


State and Form Nos for the corresponding schedules for these comploted 


countics. These: Transmittal Shects and the SCHEDULES are forwarded to the 


Storage Room in the basement, (0117). 
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PROCEDURE OF WORK 


CARD VERIFYING (First floor 1103) (CONT'D. ) 


All Transmittal Sheets are signed by the Clerk in Charge, receiving 
work. 

Originals are returned to Verifying Section to be filed. Duplicates 
are promptly forwarded to the Administration Office at the close of each 
Shift. 

At the close of cach shift, incompleted work (schedules and cards) 
labeled with name and number of Verifier, is removed and stored in Room 1005. 
This work is reissucd to samo operator at the beginning of next work day. 
MACHINE RECEIVING ROOM (First floor 1015) 

As boxes of cards for completed Counties are received from Card 
Verifying Section, they are filed by Form No., State and County. 

When roquests for work are made, all boxes of cards for tho re- 
quired Form, State and County are withdrawn from the file and listed 
for cach State on Transmittal Sheets in duplicate by the clerk in charge. 

Signature of the Group Supervisor who receives the work is entered 
on the Transmittal Shoots. The originals are returned to the Machine 
Recciving Room to be filed. Duplicates are promptly forwarded to tho Adminis- 
tration Office at tho close of each shift. 

A Daily Work Report for each Form Number is prepared at the close 
of each shift for total number of cards received and:for the total number 
distributed for sorting. This Report'is promptly forwarded to the Adminis- 


tration. Office. 


SORTING (First floor 1103) 


As cards are received fran tho Machine Receiving Room, a "Section 
Rocord" in duplicate is prepared by the Supervisor. This record is used for 


each Card Form to list each State and County, the operator's name and number, 


mG) : 
PROCSDURE OF WORK 

SORTING (First floor 1103) (CONT'D. ) 
the date and time Sorting is started. (Below "FORM NO." write in the Sort No.) 

When Sorting is completed, the Supervisor enters on Section Record 
the date, time, number of cards, numbor ofthandlings and total cards sorted 
for cach County (Handlings and totalscards sorted for each County to be 
listed under "Remarks" ). 

Write the run number of completed sort on tho uppor right side of 
box labcl. 

At the close of cach shift, all incompleted sorts will be listed 
N.C. on Section Record under column heaced "Remarks", and in addition the 
total numbor of cards sorted for cach jneompleted County is listed under 
"Remarks". 

All entries for incompleted sorts are carricca forward on the 
Section Record for tho next shift. Noxt shift will continuo with sorts 
started on previous shift. 

nt tho close of each shift, originals of all Section Records are 
promptly forwarded to the administration Offico. Duplicates are retained 
in.the Section. 

Inecmpletee sort will be plainly marked so that operator coming 
on tho next ghift may completo it. 

411 complcoted Counties for a State are listed by Form No., and Sort 
No. on Transmittal Shoots in duplicate ani forwarded to Machine Recciving 
Room (1015). «ll Transmittal Sheets aro signoc by the clork in chargo. 
Originals aro returnec to Sorting Section to be filod, duplicates forwarded 


to the Administration Office at the close of cach shift. 
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PROCEDURE OF WORK 
MACHINE RECEIVING ROOM (First floor 1015) 

As boxes of cards for completed Counties are received from the 
Sorting Section, they are filed by Form No., State and County. 

When requests for work are mado, all boxes of cards for the re- 
quired Form, State and County are withdrawn from tho filc and listed for 
cach State on Transmittal Sheots in duplicate by the clerk in charge. 

‘Signature of the Group Supervisor who reccives the work is cntored 
on the Transmittal Shects. The originals are returned to the Machine Ro- 
ceiving Room to be filed. Duplicates are promptly forwarded to thonlan wte- 
tration Office at the close of each shift. 

A Daily Work Report for cach Form Number is prepared at the close 
of cach shift for total number of cards roceived, and for the total number 
distributed for tabulating. This Report is promptly forwarded to the 
Administration Office. 

MACHINE TABULATION (First floor 1103) 

As cards arc received from the Machine Recciving Room, a "Section 
Record" in duplicate is prepared by the Group Supervisor. This record is 
used for cach Card Form to list cach State and County, the operator's name 
and number, and the date and time Tabulation is started. (Below'Form No." 
write in tho Run No.) 

When Tabulation is completed, tho Supervisor enters on the Section 


Record, the date, time, number of cards and number of runs and total number 


‘of cards run for cach County (number of runs ond total number of cards run 


for each County to be listed under "Remarks"). 

Run number on label of box must be crossed out upon completion. 

At the close of cach shift, all incompleted runs will be listed 
N.C. on Section Record under column headed "Remarks", and in addition the 
total number of cards tabulated for cach incompheted County is listed 
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PROCEDURE .OF WORK 
MACHINE TABULATION (First floor 1103) (CONTID.) 

' All entries for incompleted runs are carried forward on the Section 
Record for the next shift. Next shift will continue with tabulation 
started on previous shift. 

At the close of each shift, originals of all Section Records are 
promptly forwarded to the Administration Office. ‘Duplicates are retained 
in the Section. 

Incampleted runs will bo plainly marked so that the operator coming 
on next shift can complete same. 

All comploted Counties for a State are listed by Form No. and Run 
No. on Transmittal Shocets in duplicate and forwarded to Machine Receiving 
Room (1015). All Transmittal Shects are signed by the Clerk in Chargo. 
Originals are roturned to Machine Tabulation Section to be filed,. and 
duplicates arc forwarded to the Administration Office at tho close of cach 
Shift. 

Tabulated sheets for completod runs for cach State are listed by 
Form No. and Run No. on Transmittal Sheets in duplicate and forwarded to 
Tabulation Review. Originals and duplicate Transmittal Sheets are handled 
as outlined above. 

TABULATION REVIEW (First floor 1110) 

Tabulated shcets are kopt in Stato, County and Form Numbor order. 
They are first inspectod for any obvious errors, thon totals aro posted 
for tho various runs of cach Couuty. A record of the States and Counties 
Completed on sorting and tabulating for cach run is to be kept on a State- 


County Record Sheet. 
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PROCEDURE OF WORK 


TABULATION REVIEW (First floor 1110) (CONT'D.) 


A Daily Work Report in duplicate is kept of the total number of 
Counties completed by Form and Run Number. Originals are promptly forwarded 


to tho administration Office at the close of cach shift. Duplicates are re- 


tained by the Section. 


ADMINISTRATION OFFICE (First floor 1115) 


All original "Section Records", all duplicate "Transmittal Sheets" 
and all cabetinell "Daily Work Reports" are reccived at the close of each 
shift from cach Section. | 

-A, recapitulation is prepared daily for each section, by shift, 


from these forms received. 
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INSTRUCTIONS FOR VERIFYING MACHINE OPERATOR 


Verifying Machine Operators must be thoroughly familiar with attached 
Instraetions for Punch Operators and will follow procedure outlined therein. 


The Work Label provided for each County must be properly filled out as to 
Operator's name, number, date, etc. 


Extreme care must be taken in verifying all data. 


When an error is found, space the card far cnough to the left so that a 
chock (,/) can be marked with bluo pencil at the top of the field in 
which the error oceurs, and a bluo pencil circle must be made around each 
numeral that should have been punched. After removing the card from 

the machine, make a tear about one inch long in the conter of the bottom 
of the card and place the card face up (so that a full corner of the 

card protrudes over the eut cornor) on the pile of correct cards which 
are, or course, face down. 


Errors on Excess Principal and Excess Trailers. 


Follow same procedure as in paragraph % with this exception: 

Instead of reversing Excess Cards as outlincd for Principal Cards, 
simply place the crror Excess Cards in front of the first card in each 
County, placing a paper clip on right end of these cards. 


After verifying the ontire County, draw a blue ~voncil across the right 
end of the cards so that a small bluo mark will show on cach card. 


in vorder to facilitate the location of the Schedules for which erroneous 
cards have been punched, place a paper clip at top of the Schedule, 


In order to expedite the progress of the work, it is necessary that the 
@srrected cards be filed in the proper State and County and the work 
turned in as completed. 


The number of errors will be marked separately in blue pencil after the 
Card Punch Operator's name on the Work Label. Likewise, if no errors 
are found, then mark plainly in blue pencil "No Errors". 


See hes! 


+ ngs 


hy 


St vs, 


ii serge mi, ie 
dam ain ‘i ot we at Sy, 


« 





